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CIVIL  SERVICE  COMMISSION  OF  SAN  FMCISCO 


SEP  PG  iP 


151  City  Hall 


September  19 1 19^7 


TO:  All  Appointing  Officers 

Department  Heads  and  Personnel  Officers 
Employees  and  Employee  Organization  Representatives 


The  Civil  Service  Commission  at  its  regular  meeting  held  Monday, 
September  I8,  196? t ordered  posted  the  following  amendment  to  Section 
of  Rule  31  "Leaves  of  Absence  Without  Pay",  The  amendment  will  be  before 
the  Civil  Service  Commission  for  adoption  at  the  meeting  of  September  23th, 

This  amendment,  and  Rule  31  as  revised  in  its  entirety  will  become 
effective  upon  approval  of  the  rule  by  the  Board  of  Supervisors, 

The  amendment  reads  as  follows: 

"Section  5c,  SICK  LEAVE  V/ITHOUT  PAY:  An  appointing  officer  who 
has  DEFINITE  evidence  that  an  employee  is  not  medically  or 
physically  competent  to  perform  his  duties,  #»  AND  if  allowed 
to  continue  in  his  employment  may  represent  a risk  to  himself 
or  to  his  fellow  workers  or  to  the  public,  may  require  such 
employee  to  present  a medieal  report  from  his  personal  physician 
or  from  a Civil  Service  Commission  examining  physician  certify- 
ing as  to  the  employee's  medical  or  physical  competency  to 
perform  his  duties.  If  the  employee  refuses  to  obtain  such 
physician's  certificate,  the  appointing  officer  may  then  place 
the  employee  on  sick  leave  without  pay  (or  sick  leave  with  pay 
if  the  employee  has  sick  leave  with  pay  credits  due),  and  shall 
immediately  report  such  action  to  the  Civil  Service  Commission, 
Return  of  such  employee  to  his  position  shall  be  as  provided  in 
Section  3 (b)  above.  An  employee  placed  on  leave  status  under 
the  provisions  of  this  section  may  appeal  to  the  Civil  Service 
Commission  and  the  employee  shall  thereupon  be  immediately 
referred  to  a civil  service  examining  physician  for  examination 
and  for  report-  Upon  review  of  the  medical  report  and  such 
other  evidence  as  may  be  obtained  by  the  Civil  Service  Commis- 
sion, or  evidence  that  may  be  presented  by  the  employee  and  the 
appointing  officer,  the  Civil  Service  Commission  shall  make 
such  decision  as  it  may  deem  Just,  INCLUDING  AN  ORDER  FOR  PAYME^IT 
OF  SALARY  FOR  WORK  TIME  LOST  IVITHOUT  PAY,  IF  THE  ACTION  OF  THE 
APPOINTING  OFFICER  PLACING  THE  EMPLOYEE  ON  SICK  LEAVE  V/ITHOUT 
PAY  IS  REVERSED,  which  action  of  the  Commission  shall  then  be 
in  force," 

CIVIL  SERVICE  COMMISSION 

Harry  Albert, 

Assistant  General  Manager,  Personnel 
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CIVIL  SERVICE  COMMISSION  OF  SAN  FRANCISCO 


8 1^0^ 


151  City 

V J *'  ^ 


December  12,  1967 


(XjjyfTxJ 


TO:  All  Appointing  Officers 


Department  Heads 

Employees  and  Bipl^yee  Organization  Representatives 

The  Civil  Service  Commission  at  its  meeting  held  December  11,  1967, 
gave  first  reading  to  proposed  anendment  to  Rule  47  - '’Limited  Tenure 
Appointments",  Section  1,  "Procedure",  Paragraph  8,  This  amendment  will  be 
up  for  adoption  by  the  Civil  Service  Commission  at  its  meeting  of  December 
18,  1967.  Text  of  the  proposed  amendment  reads  as  follows: 


RULE  47  - Limited  Tenure  Appointments. 

Section  1.  Procedure.  (Paragraph  8) 

Pending  the  official  issuance  of  a regular  promotional  examination 
announcement,  the  NEXT  LOWER'  RANK  OR  RANKS  SHALL  BE  THOSE  classes 
listed  in  the  official  class  specification  FOR  SUCH  PROMOTIVE  CLASS 
under  "Promotive  Lines-Frora",  AND  THOSE  CLASSES  LISTED  IN  OTHER 
OFFICIAL  CLASS  SPECIFICATIONS  AS  NEXT  LOWER  RANKS  TO  SUCH  PROMOTIVE 
CLASS  UNDER  •'PROMOTIVE  UNES-TO",  eheil  tk©  lewea* 

rank  ey  renket  provided  that  if  the  classifications  so  listed  in  the 
official  class  specification(S)  do  not  provide  candidates  who  meet 
the  training  and  experience  requirements  of  the  class  specifications 
or  otherwise  do  not  provide  candidates,  or  for  other  good  and  valid 
reasons  which  he  deems  to  be  in  the  best  interest  of  the  service, 
the  General  Manager,  Personnel,  may  designate  other  classifications 
as  next  lower  ranks. 


CIVIL  SERVICE  COMMISSION 


Assistant  General  Manager,  Personnel 
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First  Reading;  December  11,  1967 
For  Adoption:  December  18,  1967 
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CIVIL  SEIiVICE  COHsISSION  OF  M FRAICI  XO 
151  City  Kail 


QOnn- 


February  20,  1968 


FEB  2 9 i-od 


TO:  All  Appointing  Officers 

Department  Heads  and  Personnel  Officers 
Employees  and  Employee  Organization  Representatives 


At  the  regular  meeting  of  the  Civil  Service  Commission  held 
February  20,  1968,  the  Civil  Service  Commission  ordered  posted  for  one  week 
the  following  amendments  to  the  Rules: 

Rule  9 - Minimum  Standing. 

Rule  21-  Waiver  of  Certification 

Rule  22-  Withdrawal  of  Waiver. 


The  amendments  will  be  calendared  for  consideration  for  adoption 
at  the  regular  meeting  to  be  held  February  26,  1968. 


Attached  are  copies  of  the  proposed  amendments. 


CIVIL  SERVICE  COMMISSION 

l/VsiA/vW 
Harry  Albert 

Assistant  General  Manager,  Personnel 
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From: 

SUBJECT* 


Civil  Service  Commission 

George  J«  Grubb,  General  Manager,  Personnel 

Norman  C,  Ecklund,  Director  of  Recruitment  and  Examinations 

AMENDMENT  OF  CIVIL  SERVICE  COMMISSEON  RULE  9 - "MINIMUM  STANDING" 


The  passing  mark  for  each  written  examination  or  series  of  examinations  shall  be 
70  points  on  a 100  point  rating  scale  unless  it  is  determined  by  the  Civil  Service 
Commission  or  the  General  Manager,  Personnel  that,  because  of  the  limited  number 
of  current  and  definitely  anticipated  vacancies,  the  number  of  candidates  shall  be 
limited  to  a certain  number.  The  score  in  the  written  portion  of  the  examination 
will  be  the  product  of  the  weight  as  provided  in  the  examination  announcement  and 
the  decimal  equivalent  of  the  above  provided  rating  scale. 

The  General  Manager,  Personnel  shall  determine  the  weight  allowed  for  each  question 
following  the  adoption  of  the  official  rating  key  and  after  giving  due  considera- 
tion to  the  difficulty  of  the  test  and  the  job  requirements.  The  passing  mark 
based  on  the  rating  scale  referred  to  above  need  may  be  equal  to,  below,  or  above 
an  arithmetical  score  of  70^  of  the  items  in  the  examination. 

The  required  passing  mark  or  standard  for  flexible  staffing,  typing  tests,  steno- 
graphic teats  and  other  work-sarple  tests  shall  be  as  stated  in  the  examination 
announcement. 

Should  the  number  of  candidates  be  limited  to  a certain  number  as  provided  above  in 
Paragraph  1,  those  additional  candidates  who  attained  a score  above  the  score  cal- 
culated in  accordance  with  the  first  and  second  paragraphs  above,  shall  be  placed 
on  the  list,  but  will  not  be  offered  either  permanent  or  ten^orary  appointment 
until  they  successfully  complete  the  remaining  parts  of  the  examination;:  provided 
that  for  such  additional  candidates  who  are  placed  on  the  list  as  a result  of  a 
promotional  examination,  ratings  for  city  and  county  service  and  for  ascertained 
merit  will  be  based  on  the  computation  date  listed  on  the  examination  annotmcement. 
The  remaining  sections  of  the  examination  (not  including  the  written)  when  adminis- 
tered will  be  considered  as  qualifying.  This  procedure  shall  be  effected  only  in 
cases  where  the  number  of  candidates  admitted  to  the  original  qualifications 
appraisal  was  limited  because  of  a limited  number  of  current  and  definitely  antici- 
pated vacancies  in  the  classification,  and  an  unanticipated  need  for  employees  in 
the  classification  has  arisen. 

Note:  Because  this  proposal  so  amends  the  rule  as  to  amount  to  a complete  revision, 
no  attempt  has  been  made  to  show  the  changes  proposed.  The  text  of  the  current  rule 
is  as  follows: 

The  Personnel  Director  and  Secretary  may,  upon  recommendation  of  the 
Supervisor  of  Examinations  or  his  principal  assistant,  for  each  exami- 
nation, establish  a passing  mark  or  may  determine  the  total  number  of 
persons  who  shall  constitute  the  list  of  eligibles. 

Respectfully  submitted. 


NORMAN  C.  ECKLUND 

Director  of  Recruitment  and  Examinations 


Approved:  GEDRGE  J.  GRUBB 

General  Manager,  Personnel 
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CIVIL  SERVICE  COMMISSION  OF  SAN  FRANCISCO 


February  19,  1968 

PROPOSED  AMENDMENT  TO  RULE  21,  WAIVER  OF  CERTIFICATION 


Section  1,  Mist  be  in  writing;  All  waivers  of  certification  other  than 
automatic  waivers  because  of  failure  to  respond  (Rule  23)  must  be  in  writing 
and  must  state  whether  the  position  waived  is  temporary  (or  seasonal)  or 
permanent.  Waiver  of  certification  for  appointment  to  a permanent  position 
shall  include  waiver  of  certification  for  appointment  to  a temporary  (or 
seasonal)  position  unless  otherwise  stated  by  the  person  waiving;  but  waiver 
of  certification  for  appointment  to  a tenporary  (or  seasonal)  position  shall 
not  adversely  affect  or  interfere  with  the  right  of  the  person  waiving,  for 
appointment  to  a permanent  position.  Waiver  of  certification  shall  be  effec- 
tive upon  filing  notice  thereof  as  herin  provided,  in  the  ease  ©#  an  eligible 
ea  a list  eetabliehed  tkreugh  aa  enti»aa9e  examiaatieft.  Only  one  waiver  of 
permanent  appointment  to  a regular  position  will  be  granted  ON  ENTRANCE  AND/ 

OR  PROi-DTIVE  LISTS  and  withdrawal  of  such  waiver  ivLll  be  in  accordance  with 
the  provisions  of  Rule  22,  provided  that  in  the  case  of  an  eligible  on  a 
list  established  threugh  aa  eatraaee  eKamiaatieH  for  which  the  official 
examination  announcement  provided  for  recruitment  on  a continuous  basis, 
waiver  of  permanent  appointment  to  a regular  OR  FLEXIBLE  STAFFING  position 
ether  thaa  deeartmeatal  waive©  will  cause  the  automatic  removal  of  the  name  of 
such  person  from  the  eligible  list.  Failure  of  an  eligible  on  an  entrance  AND/ 
OR  A PROKOTIVE  list  to  accept  an  offer  of  permanent  appointment  to  a regular 
position  after  having  withdrawn  a waiver  of  appointment  will  cause  the  re- 
moval of  the  name  of  such  person  from  the  eligible  list.  VJhen  an  eligible  has 
standing  on  more  than  one  eligible  list  in  the  same  classification,  a waiver* 
of  appointmenty  ether  than  Seeartmefttal  Waivery  from  one  list  shall  also  apply 
to  any  other  existing  list  in  the  same  classification  on  which  the  individual 
holds  eligibility.  • The  removal  of  the  name  of  an  eligible  from  a list  for 
failure  to  accept  the  second  offer  of  appointment  shall  cause  the  removal  of 
such  person's  name  from  all  other  existing  lists  in  the  same  classification. 

Section  la.  ELIGIBLSS  ON  CURR.'NT  PROi^DTIVE  LISTS  WHO  HAVE  ALREADY  WAIVED 
ONE  OR  I'DRE  P IRI'IANENT  APPOINTMENTS  SHALL  HA'TE  ONE  I-DRE  OPPORTUNITY  TO  WAIVE 
A PERMANEOT  APPOINTI-ENT  SUBSEQUENT  TO  THE  ADOPTION  OF  THIS  AI^^MDMSNT. 

Section  2.  DEPARTMENTAL*  Ah  eligibley  upe«  furHiehiftg  reaseHS  eatisTae- 
tery  te  the  6©mwi«si©H-e*»  te  the  Seaeral  Maaagery  PereeaHely  ma^jpermaHeatly 
waive  appeintment  te  a ©ertain  departmeHt  ©r  department©  and  saeb  waiver 
shall  be  knewH  as  •^Departmental  Waiver"  and  shall  remain  in  fere©  until  the 
pereen  whe  se  waives  has  passed  anether  ©xaminatien  fer,tk©  elaes  ©f  er^ley- 
ment  waivedy  previded  thaty  ne  pereen  sheili  be  permitted  te  enter  a Bepart- 
mentai  Waiver  against  a department  frem  whieh  he  has  relinquished  pemanent 
©mpi©ymeHt»  When  sueh  Bepa3»tmenteA-Waiver  has  been  allewedy  the  pereen  ee 
waiving  shall  net  be  eensidered  Ter  permanent  appeintment  in  any  departmenty 
in  the- dass  invelvedy  until  the  first  day  ©f  the  fellewing  ealendar  menth 
when  sueh  waiver  takes  effeetT  -Bligibles  en  lists  established  threugh 
©ntrane©  examinatiene  shall  net  be  granted  Bepartmental-Waivers  en  mere  than 
twe  eeeasiene  en  any  ene  entranee  list. 
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Section  2a.  Netwithstandiag  tke  ppevieiene  e#  Seetiea  3 ei  thie  Faiej 
and  in  eade?  te  ^aeilitate  the  appeiatmeftt  e$  pepeeas  Sfem  a?egalaj»  iiete  ta 
dopajftmeate-ia-whieh  they  aye  eispieyed  aader  aea-eivii  eeyviee  emeygeaey 
appeintffleat,  e?  iiMited  teaaye  appeiatmeat-oy-regaia?  tejspeyayy  appeiatmeaty 
the  Seaeyai  Maaageyy  Peyseaaely  wayy  apea  the  wyittea  yeqaeet  e#  eaeh 
eiigibleey  gyaat  Sepaytmeatai  Waiveya  te  fee  e^^eetive  aasmediateiyy  aad  eaeh 
eiigifeiea  ah^i  theyeapen  fee  eeaaideyed  #ey  appeiatMeat  te  aay  ethey 
depa3?t>«eaV» 


Section  2.  Departmental  V/aiver:  UPON  WRITTEN  NOTIFICATION  BY  THE  EXAMINING 
DIVISION  OF  HIS  ELIGIBILITY  ON  M ENTRANCE  AND/OR  PROI-DTIVE  LIST,  AI'I  ELIGIBLE 
MAY  PERMANENTLY  V/AIVE  APPOINTMENT  TO  A CERTAIN  DE?ART1®I'IT  OR  DEPART^ENTS  AND 
SUCH  WAIVER  SHALL  BE  KNIOWN  AS  A "DEPARTI'ENTAL  V/ATVER”  AND  SHALL  REMAIN  IN 
FORC.:*;  UNTIL  THE  PERSON  WHO  SO  WAT/ES  HAS  PASSED  ANOTHER  EXAIOTATION  FOR  THE 
CLASS  OF  EMPLOYMENT  WAIVED.  SUCH  DEPARTMENTAL  WAIVERS  MUST  BE  FILED  IN  VffilT- 
ING  BY  THE  ELIGIBLE  IN  THE  CERTIFICATION  OFFICE  OF  THE  COIG-HSSION  BEFORE  THE 
ADOPTION  DATS  OF  THE  RESPECTIVE  LIST.  ^-JXCEPT  AS  HSRIN  PROVIDED  AND  UPON 
-THE  EFFECTIVE  DATE  OF  THIS  ATENDMENT,  DSPARTM'mAL  WAIVERS  WILL  NOT  BE 
GRANTED. 


Section  2a.  DEPART>LNTAL  WAIVER  FOR  ELIGIBLES  ON  LISTS  /iDOPTED  PRIOR  TO 
EFFECTIVE  DATE  OF  THIS  AMEl'IDI'-ENIT : EXCEPT  FOR  ELIGIBLES  WFD  HA^/E  AUIEADY  IN 
TWO  INSTAN'ICES  FILED  DEPARTMENTAL  WAIVERS,  ELIGIBLES  ON  LISTS  ADOPTED  PRIOR 
TO  THE  EFFECTIVE  DATE  OF  THIS  AI-lEr®>ENT  WILL  BE  ALLOVJED  ONLY  ONE  OPPORTUNITY 
TO  FILS  A DEPARTICONTAL  WAIVER  V/HICH  MAY  INCLUDE  ALL  DEPARTMENTS  TO  WHICH 
THE  ELIGIBLE  WILL  NOT  ACCEPT  AN  Ai^POINTMENT.  NO  DEPARTMENTAL  WAIVERS  WILL 
BE  ACCEPTED  THEREAFTER. 

Section  3.  NO  CHANGE 

Section  U. 


NO  CHANGE 
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CIVIL  SERVICE  COMSSION  OF  SM  FRANCISCO 


February  19,  1968 

PROPOSED  AMENDMENT  TO  RULE  22.  WITHDRAWAL  OF  WAIVER 


Section  1.  Withdrav;al  of  waiver  of  temporary  employment  and  withdrawal 
of  waiver  of  permanent  employment  must  be  requested  separately. 

Eligibles  desiring  to  withdraw  waivers  may  do  so  by  filing  in  writing  in 
the  CERTIFICATION  office  of  the  Commission  on  the  proper  civil  service  form 
net  later  tkaa  the  30th  ©f  the  mefttk  a request  to  have  such  waiver  withdrawn 
and  by  giving  assurance  in  writing  that  he  will  accept  appeintment  EMPI/DYl-IENT 
when  again  reached  for  appointment.  Bxeept  as  ©therwis©  pr©vid©d  AS  PROVIDED 
in  Rule  21,  Section  1.  in  the  case  of  eligibles  on  a list  established 
through  an  entrance  Al'ID/OR  A PROIDTIVE  examination  other  than  an  examination 
announced  on  a continuing  basis,  only  one  waiver  ©f  permaaent  appeiatment 
t©  a regular  pesitien  will  fe©  granted  WITHDRAVJAL  OF  WAIVER  OF  PERI'IANENT 
APPOINTilENT  TO  A REGULAR  POSITION  WILL  BE  GRANTED. 

Misrepresentation  regarding  withdravral  of  waiver  shall  be  considered  good 
cause  for  removal  of  the  eligible's  name  from  the  register  of  eligibles. 

Paragraph  3.  Withdrawal©  ©f  waiver  will  be  ©if ©stive  the  first  ©f  the  menth 
fellewifig  appreval  ef  ©ueh  reeueete  by  the  General  Managery  Persennely  previded 
that  if  the  list  ©f  eligibles  ©n  whieh  the  name  ©f  tk©  eligible  appear©  is 
©xhaustedy  the  withdrawal  ©f  waiver  may  be  effeetiv©  immediately-r 

Section  2.  EFFECTP/E  DATE:  IF  TILIRE  ARE  OTHER  ELTGIBLBS  AVAILABDL  FOR 
APPOINTMENT  FROM  A LIST,  THE  WITHDRAWAL  OF  V/AIVJi:R  OF  TEMPORARY  A1®/0R  PERl^IAIffiNT 
EI^l’LOYME’HT  ON  ENTRAIICE  AIUD/OR  PROI'.OTIVE  LISTS  SHALL  BE  EFFECTIVE  ON  THE  DATE 
FILED.  CERTIFICATION  SHALL  BE  MDE  AGAINST  AM  REQUISITION  RECEIVED  ON  OR 
AFTER  THE  DATE  SUCH  VLTHDRAV/AL  OF  WAIVER  HAS  BEEN  FILED. 

Section  2a.  If  the  list  of  eligibles  on  which  the  name  of  the  eligible 
appears  is  exhausted,  the  withdrawal  of  waiver  SHALL  BE  EFFECTL7E  IMMEDIATELY 
AND  UNDER  THE  PROVISIONS  OF  RULE  19  POSITIONS  SH/.LL  BE  OFFERED  TO  ELIGIBLES 
IN  ACCORDANCE  WITH  THE  PRIORITY  OF  RICCEIPT  OF  THE  REQUISITIONS  IN  THE  OFFICE 
OF  THE  COmSSION,  OR  IN  ACCORDANCE  WITH  THE  DATE  TO  REPORT  FOR  DUTY  IF  SUCH 
DATE  TO  REPORT  IS  LATER  THAN  THE  DATE  OF  RECEIPT. 

Section  2b.  WHi'JN  THE  WITHDRAWAL  OF  WAIVER  REQUIRES  THE  APPROVAL  OF  THE 
GEMRAL  MNAGER,  PERSONNEL,  THE  EFFECTIVE  DATE  OF  SUCH  I'JITHDRAVIAL  OF  WAIVER 
SHALL  BE  THE  DATE  APPROVED. 

Section  3.  IT  IS  FURTHER  PROVIDED  THAT  VflH'IN  AN  EITTRAMCE  A?®/OR  PROMOTIVE 
LIST  OF  ELIGIBLES  IS  EXHAUSTED  AND  PERMANENT  VAGANCIfiS  EXIST,  THli  GENERAL 
MANAGER,  PERSONNICL  MAY,  IN  HIS  DISCRl-lTION,  REQUIRE  THE  IMMEDIATE  IrJITHDRAWAL  OF 
A PERl-ANENT  WAIVER.  FAILURE  TO  WITIDRAW  THIS  WAIVER  AI^®  TO  ACCEPT  SUBSEQULrJT 
OFFER  OF  PERI'ANiCNT  APPOINTMENT  WILL  CAUSE  THE  REI'-IOVAL  OF  ...THE  NAI'lE  OF  SUCH 
PERSON  FROM  THE  ELIGIBLE  LIST. 


iitim  ^mmssA  mmm' 


ly.^ 


' ?■  ■ V^.;y  vV;|i^^  ' ;,  '■ '^Y' f.  ■■  ,.  .,' ■ ' '■ 

mi  ut  mJiX'k'i  s-j^viW 

moT  '5ff<^’/fCi'  iN/li  ^ WTltf^l^XXltXiWy  9d4 

A mM  4m-'. 

m<3(Xi^t^k  '^m^’'^  m >^d'itu.i.%,roe(D&  'i<tf  deiHt 

Wv^fT^r^f  ko^  ^m  Ms^  pi 

,'iti(:i^:^i2;!fe'».!)i;'^  m-  i^^cndp. ' 

Mm^  A or 


4^y«:»s45  ji>^«8o 

4 .-vU#^  li6rt3:A0^..ti!lfe,5^''''  . 

.fidf^  HTM  I'tl# 


' ■:v.4j  • ■ '/■•-j;fYk  J ^ -.  ■ '■■ 

'g'tf?  Ici'  sW'ifif’r*  yS  dMu  rio  eteri^i’S-Uo  1*<ii  *itS^'<jol’#o#^ 

mu;^>tl  rf/iTvJllW  ,^(?'  uati»abf>v^J&vr  mU  ^»U^»^K.U  ara't^e^iA 

^pmrnm  ki  i:m,^o  momw<i  i^r  >(iiw  <isu 

fi^jsdu  r-^3  ''"0  tTXllB3Efa«  iHT  J4W  MAWt'OA  ?a 

5:^Ja  IW  ^ JJWA»BST3W'W  'it^HW  /IKxt^ot^ 

5!?‘,^IiK1if  'nrj^y^^T  ‘^'»  ^1#.  M ,»AKAli 

, ' ■VCU;,. V..  ■ V--  .„4>-;-'  T,  ■../•■  :^,(gfSf0^ii^ 'ITrAa '■S|Jt:’M  ;1S^ 

^rfv  Wi  (jszopmH  ftam^  ^ ft  »tmm4& 

w a^imfAHxs^  u mimm  Vi  fta 
m 4-R^aW' 

m ^rMt  uf^k  <n  Mvm  a 

^ ' ,mz  iu«fU3  mn  wm  nmm- 


:w 


Page  2 


Paragraph  i;.  ¥p©H  the  ^hi3f»d  j»©qHest-^er  witkeh>awai  ©#  waivei*  ef  ^ewperary 
©MpiieyMeHt  any  ene  elaasy  %he  e4v4^  S&rv^e&  GeffiH&ea^en  aka^  make  an 
4Hveet4gak3;en  and  detem^ne  wkekkep  ©i>  nek  kke-e^i:gkk3:e  8kai:-l:  ke  x>eiHeved  ^pqm 
kke  eiirgkki:©  irkek  eeneea^ned'r 

Section  1^.  THE  Coiranission  or  the  General  Manager,  Personnel,  may  grant 
an  immediate  withdrawal  of  waiver  to  an  eligible  who  is  under  waiver  for 
failure  to  respond  if  the  eligible  desired  to  accept  appointment  when  offered 
and  presents  satisfactory  evidence  that  failure  to  respond  was  not  due  to  his 
own  negligence  and  was  due  to  causes  beyond  his  control,  but  such  immediate 
withdrawal  of  waiver  shall  not  interfere  with  nor  affect  the  rights  of 
eligibles  next  in  line  for  appointment  to  whom  notices  of  appointment  have 
already  been  mailed  and  who  have  or  may  be  appointed  in  response  to  such 
notices. 

Section  When,  in  response  to  an  inquiry  regarding  enployment,  an 
eligible  has  signified  his  willingness  to  accept  a permanent  ©r  k©H©©a?a3?y 
position  if  his  name  is  reached,  and  subsequently  refuses  the  appointment 
wken  the  employment  is  offered  to  him  on  a regular  notice  of  appointment,  the 
waiver  then  placed  against  the  name  of  such  eligible  may  be  removed  only  with 
the  special  consent  of  the  Sivil  Servie©  SemmieeieH  GENERAL  MNAGBR,  PERSONNEL. 

Paragraph  NO  CHANGE 

Paragraph  6.  NO  CHANGE 
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APRS  B68 


SAil 

PUBLIC  UlBRi^RY 


CIVIL  SERVICE  COr^MISSION  OF  SAN  FRANCISCO 
1^1  City  Hall 

February  28,  1968 


To:  All  Appointing  Officers 

Department  Heads  and  Personnel  Officers 
Employees  and  Employee  Organization  Representatives 


The  Civil  Service  Commission  at  its  regular  meeting  held 
February  26,  1968  ordered  the  attached  proposed  amendment  to  Rule 
31. U - Employee  Training  Reimbursement  Program  to  be  posted  for 
one  week,  and  to  be  calendared  for  consideration  and  action  at 
the  regular  meeting  to  be  held  Inarch  h,  1968, 

The  purpose  of  the  amendment  is  to  make  it  possible  for  the 
Civil  Service  Commission  to  approve  requests  for  training  reim- 
bursement for  courses  at  recognized  educational  institutions 
where  the  course  may  not  be  graded. 


CIVIL  SERVICE  COMISS  TON 


Harry  Albert 

Assistant  General  Manager, 
Personnel 
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February  23,  1968 


RULE  31>U  - EMPLOYEE  TRABIING  REDIBURSEME^IT  PROGRAM 

Section  1.  WHO  M^Y  APPLY  FOR  REIMBTJRSEI4ENT:  Any  employee  or  officer 
holding  regular  oppointment  to  a full  time  permanent  position  under  the  city 
and  county  or  the  San  Francisco  Unified  School  District,  who  has  served  a 
minimum  of  one  year  continuous  permanent  service  in  any  class  immediately 
prior  to  receipt  of  application,  may  apply  for  tuition  reimbursement  in 
accordance  with  the  provisions  of  this  rule  and  the  provisions  of  the  Ad- 
ministrative Code,  Applications  for  reimbursement  shall  be  prepared  in 
duplicate  on  a special  form  provided  by  the  Civil  Service  Commission;  the 
original  of  such  form  shall  be  forwarded  to  the  Civil  Service  Commission, 
a copy  shall  be  retained  by  the  employee.  Such  application  for  reimburse- 
ment shall  be  made  prior  to  the  date  of  enrollment  in  the  course  and  if 
approved  by  the  Civil  Service  Commission,  reimbursement  shall  be  subject 
to  successful  completion  of  the  course  with -a-passing -grade  and  availabil- 
ity of  funds.  The  employee  so  reimbursed  must  agree  to  remain  in  the  em- 
ploy of  the  city  and  county  for  at  least  two  years  following  completion  of 
the  training  course.  If  an  employee  resigns  or  relinquishes  from  the  city 
vrithin  the  two-year  period  and  withdraws  his  funds  from  the  Retirement 
System,  the  amount  of  the  tuition  reimbursed  shall  be  repaid  by  the  em- 
ployee to  the  City  and  County  of  San  Francisco  by  cash  payment  or  out  of 
the  employee's  last  pay  warrant  or  retirement  earnings. 

Section  2.  TRAINING  FOR  PROMOTION  OR  ADVANCEMT:  An  eligible  em- 
ployee or  officer  may  apply  for  reimbursement  for  a training  course  per- 
taining to  the  duties  of  a higher  classification  when  such  course  is  given 
outside  of  regular  working  hours  by  an  accredited  educational  institution; 
accredited  educational  institutions  shall  be  defined  as  institutions  whose 
courses  offered  for  credit  are  acceptable  for  regular  examination  given 
by  the  San  Francisco  Civil  Service  Commission*  Subject  to  the  budgetary 
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Rule  31. U - Employee  Training  Reimbursenent  Program  (Continued 


-2- 


and  fiscal  provisions  of  the  charter,  the  employee  or  officer  shall  be  re- 
imbursed one-half  of  the  cost  for  tuition  for  said  course  if  attendance  has 
been  approved  in  advance,  and  funds  have  been  appropriated  and  are  available. 
The  Civil  Service  Commission  Td.ll  verify  that  the  employee  has  satisfactorily 
completed  the  course  WITH  A PASSING  GRADE.  IF  THE  COURSE  IS  NOT  GRADED,  OR 
IS  NOT  A CREDITED  COURSE,  an  official  transcript  or  other  official  document 
from  the  accredited  school  certifying  completion  of  the  course  with*a -paos- 
ing  gFsde  shall  be  deemed  evidence  of  satisfactory  completion. 

a)  NO  CHANGE. 

b)  NO  CHANGE. 

Section  3.  TRAINING  FOR  TaTORK  IN  PRESENT  CLASSIFICATION;  An  eligible 
employee  or  officer  may  aoply  to  the  Civil  Service  Commission  through  his 
appointing  officer  for  reimbursement  in  a training  course  daring  or  outside 
working  hours  for  the  purpose  of  improving  himself  in  his  present  classi- 
fication, given  by  an  accredited  educational  institution;  accredited  educa- 
tional institutions  shall  be  defined  as  institutions  whose  courses  offered 
for  credit  are  acceptable  for  regular  examination  given  by  the  San  Francisco 
Civil  Service  Commission.  The  Commission  shall  be  the  judge  of  whether 
such  training  meets  the  criteria  of  improving  performance  in  the  employee *s 
present  job  and  whether  the  training  can  be  provided  through  available  in- 
service  activities.  Subject  to  the  budgetary  and  fiscal  provisions  of  the 
charter,  the  employee  or  officer  shall  be  reimbursed  for  tuition,  supplies, 
book^  and  other  fees  for  such  course  if  attendance  has  been  approved  in  ad- 
vance and  funds  have  been  appropriated  and  are  available.  If  attendance  is 
during  regular  hours,  it  shall  be  considered  a duty  assignment  for  the  pur- 
pose of  payment  of  salary.  THE  CIVIL  SERVICE  COMMISSION  WILL  VERIFY  THAT 
THE  EMPLOYEE  HAS  SATISFACTORILY  COMPLETED  THE  COURSE  IaJITH  A PASSING  GRADE. 

IF  THE  COURSE  IS  NOT  GRADED,  OR  IS  NOT  A CREDITED  COURSE,  AN  OFFICIAL  TRAN- 
SCRIPT OR  OTHER  OFFICIAL  DOCUMENT  FROM  THE  ACCREDITED  SCHOOL  CERTIFYING 
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COMPLETION  OF  THE  COURSE  SHALL  BE  DEEIffiD  EVIDENCE  OF  SATISFACTCRY  COMPLE- 
TION. 

a)  NO  CHANGE 
Section  h.  NO  CHANGE 
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CIVIL  SERVICE  COMMISSION  OF  SAN  FRANCISCO 
1^1  City  Hall 


February  28,  1968 


DOCIJS'^EHTS 

APR  8 1968 


To:  All  Appointing  Officers 


SAN  FRANCISCO 
PUBLIC  LIBRARY 


Departinent  Heads  and  Personnel  Officers 
Employees  and  Employee  Organization  Representatives 


The  Civil  Service  Commission  at  its  regular  meeting  of  February 
26,  1968  had  for  consideration  the  attached  copies  of  a proposed  state- 
ment of  an  employee  relatioriS_p2licy  and  a proposed  new  Rule  56  r 
Employee  ReTations  - Grievar^e^  Procedure, 

A prior  draft  of  the  Policy  Statement  and  a formalized  grievance 
procedure  T-ras  distributed  to  all  appointing  officers,  employees  and  em- 
ployee organizations  some  time  ago.  Meetings  were  held  with  various 
interested  parties  to  discuss  the  proposals. 

It  was  the  action  of  the  Civil  Service  Commission  on  February  26, 
1968,  that  the  Statement  of  Policy  and  the  proposed  new  rule  be  posted 
for  two  weeks,  and  that  it  be  again  calendared  for  consideration  and 
action  at  the  regular  meeting  to  be  held  March  11,  1968. 
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SAN  FRANCISCO  CIVIL  SERVICE  COIMISSION 


EMPLOYEE  RELATIONS  POLICY 
FOREVJARD 


The  government  of  the  City  and  County  of  San  Francisco  is  charged 
with  the  responsibility  for  providing  services  for  the  protection 
and  welfare  of  its  citi2iens,  visitors,  and  guests  with  a maximum 
degree  of  effectiveness  and  efficiency.  Efficient  administration 
of  city  and  county  government  requires  harmonious  labor-management 
relations. 

An  employee  relations  policy  which  includes  an  effective  grievance 
procedure  whereby  employees  would  have  the  maximum  possible  oppor- 
tunity to  discuss  problems  and  complaints  with  management,  and 
management  has  the  obligation  to  act  promptly  in  resolving  such 
problems,  would  be  in  the  best  interests  of  good  employee-manage- 
ment relations.  Harmonious  and  cooperative  relationships  between 
civil  servants,  both  employees  and  officers,  can  be  advanced  with 
the  adoption  and  implementation  of  such  a policy* 

It  is  the  purpose  of  this  declaration  to  assure  effective  admini- 
stration of  employee-management  relations  through  the  establishment 
of  formalized  grievance  procedures  whereby  employees  may  obtain  con- 
sideration of  their  problems  in  matters  over  which  management  has 

complete  or  partial  jurisdiction  and  for  lirtiich  redress  is  not  pro- 
/ 

vided  elsewhere  in  the  laws  and  rules  relating  to  employee’s  rights 
and  obligations. 
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1,  PROGRAM  SCOPE  AND  PRINCIPLES 


An  employee  problem  exists  when  an  employee  feels  dissatisfied  or 
annoyed  with  some  aspect  of  his  work  over  which  he  has  no  control.  In 
any  organization  it  is  almost  inevitable  that  there  td.ll  be  some  diffi- 
culties and  misunderstandings  over  a period  of  time.  These  rdi’ficulties 
in  many  organizations  are  referred  to  as  grievances. 

It  is  important  to  employees  and  supervisors  alike  that  these 
problems  bo  presented  and  decisions  made.  Improvement  of  personnel  re- 
lationships and  departmental  relationships  is  the  natural  consequence  of 
better  understanding.  Unless  the  problem  is  expressed  clearly  to  the 
person  in  authority,  in  many  cases  the  difficulty  cannot  be  understood 
and  therefore  cannot  be  solved.  This  procedure  should  be  followed  by  the 
employee  who  sincerely  feels  that  he  has  a real  employment  problem;  who 
desires  that  it  be  reviewed  by  his  immediate  supervisor  and,  if  necessary, 
by  higher  authorities  with  a decision  rendered  to  him  on  the  subject. 

Employees  are  free  to  seek  answers  to  any  questions  and  adjustments 
of  any  complaints,  problems  or  grievances  without  discrimination,  coer- 
cion, restraint,  or  reprisal. 

Supervisors  and  higher  authorities  shall  see  that  all  questions, 
complaints,  and  grievances  within  the  scope  of  an  Employee  Problems  Pro- 
cedure receive  prompt,  impartial  and  systematic  consideration  in  attempt- 
ing to  reach  satisfactory  adjustments.  The  following  basic  elemsnts  are 
involved  in  this  procedure. 
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A,  Employees  are  encouraged  without  resort  to  any  formal  procedures  to 
discuss  informally  with  superiors  any  problems  within  the  scope  of  this  sys- 
tem, and  supervisory  and  administrative  personnel  are  required  to  be  inter- 
ested and  accessible  for  such  discussion.  Free  and  easy  communication  be- 
tvreen  supervisor  and  employee  can  stop  many  grievances  from  arising  and 
prevent  having  to  go  higher  for  settlement, 

B,  To  be  workable  and  effective,  the  system  must  be  considered  and 
reasonable  by  both  subordinates  and  superiors,  and  the  system  must  be  used 
in  good  faith  by  all  parties  concerned, 

C,  Employee  problems  and  grievances  should  be  settled  as  close  to  the 
source  or  the  origin  of  the  problem  as  possible.  In  the  interest  of  re- 
solving as  many  problems  as  possible  before  they  become  grievances,  there 
should  be  a continuing  review  of  delegations  of  authority  to  assure  that 
supervisors  can  exercise  this  responsibility  effectively, 

D,  The  emplo3ree  problems  and  grievances  should  be  handled  as  far  as 
possible  during  regular  working  hours, 

E,  The  procedure  should  be  simple  and  easy  to  understand.  It  should 
contain  a minimum  number  of  steps  x^rtiich  must  be  operated  in  a uniform, 
orderly  and  prompt  manner.  Definite  time  limits  for  consideration  and  de- 
cision of  employee  problems  is  most  important, 

F,  The  procedure  should  permit  the  employee  to  be  accanpanied  and  repre- 
sented by  another  person  at  any  stage  of  the  procedure  after  the  first  step 
if  the  employee  so  desires.  This  representative  may  be  any  one  person  of 
the  employee's  choosing  who  is  willing  to  represent  him, 

G,  A common  complaint  or  problem  submitted  by  a group  of  employees  will 
be  handled  by  one  employee  designated  by  the  group  and  if  desired  by  a repre- 
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H,  The  procedure  should  provide  for  following  the  chain  of  command  from 
the  immediate  supervisor  to  department  head*  In  addition,  there  should  be  a 
further  procedure  for  appealing  the  decision  of  the  department  head  to  an 
appeals  committee  composed  of  an  employee  representative,  a management  rep- 
resentative and  a third  neutral  party#  The  decision  of  this  appeals  commit- 
tee is  advisory  to  the  department  head  upon  whom  the  Charter  places  the 
responsibility  for  the  establishment  of  policy  in  the  operation  of  the  organi- 
zational unit* 

I.  The  initiation  or  intention  to  initiate  a problem,  conplaint  or 
grievance  under  such  procedures  'vd.ll  not  excuse  or  justify  refusal  oi"  failure 
of  an  employee  to  promptly  and  completely  perform  all  work  assignments  from 

a supervisor* 

J*  The  interpretation,  implementation  and  modification  of  the  objec- 
tives, procedures  and  purposes  of  such  a system  should  be  made  as  necessary 
by  the  Civil  Service  Commission* 
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RULE  56,  EMPLOYEE  RELATIONS  - GRIEVMCE  PROCEDURE. 

I.  DEFINITIONS: 

or  a group  of  employees 

a)  Grievance  - a con^jlaint  of  an  employee/relating  to  any  phase  of  his 
en^jloyment  or  working  conditionsi  a disagreement  involving  the  work  situation 
in  which  an  individual  employee  or  group  of  employees  believe  that  an  injustice 
has  been  done.  See  Section  II  for  examples  of  matters  to  be  included,  and 
Section  III  for  examples  of  matters  to  be  excluded. 

b)  Employee  - any  City  and  County  employee  in  the  service  regardless  of 

status . 

^Immediate  Supervisor  - the  individual  who  immediately  assi,2:ns, 
reviews  or  directs  the  work  of  an  employee, 

d)  ^Superior  - an  individual  to  whom  an  immediate  supervisor  reports, 

e)  ^Division  head  - the  supervisor  in  charge  of  a division  within  a 
principal  department.  In  some  instances  this  may  be  a unit  head  so  designated 
by  the  division  head. 

f)  * Appointing  authority  - the  head  of  the  department  having  the  lawful 
power  to  make  appointments  or  to  remove  persons  from  positions  in  the  City  and 
County  service, 

g)  Representative  - an  individual  or  an  enployee  organization  represent- 
ative who  appears  on  behalf  of  the  employee  - such  representation  is  permis- 
sible at  any  step  in  the  procedure  after  Step  I, 

♦Note:  Included  herein  are  described  four  levels  of  supervision  and  direction. 
It  is  recognized  that  the  organizational  pattern  of  the  department  must 
be  considered  in  the  application  of  steps  to  be  followed, 

II.  MATTERS  INCLUDED  IN  THIS  PROCEDURE; 

(Refer  to  III  for  matters  excluded  from  this  procedure.) 

Employee  problems  which  may  arise  are  varied.  Because  of  this,  the 
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Employee  Problems  Procedure  Manual  cannot  identify  every  type  of  grievance  or 
cover  every  aspect  of  the  work  situation.  Below  are  listed  some  typical  exanples 
of  employee  problems  to  be  covered  in  this  system: 

A,  The  physical  plant  in  which  he  works  (for  example,  lighting  or 
sanitation) . 

B,  Working  conditions  on  the  specific  jobs  (for  example,  unnecessarily 
dangerous  methods,  unnecessarily  inconvenient  work  hours,  inadequate  tools,  etc.), 

C,  Relationships  with  fellow  employees  (for  example 5 allegation  that  a 
fellow  employee  shirks  his  share  of  the  workj  allegation  that  a superior  is 
unfair,  inconsiderate  or  discriminatoryj  allegation  by  an  employee  that  a group 
of  employees  affects  him  or  his  position  in  an  unfair  manner.) 

D,  The  application  of  city  or  departmental  regulation  as  they  are  applied 
to  the  employee  (for  example,  an  established  regulation  has  been  violated  or 

has  been  unfairly  applied  to  the  employee.) 

The  important  basic  factor  is  that  anything  which  to  the  employee  is  a 
problem  affecting  his  work  may  be  considered  for  inclusion  and  handling  in  accord- 
ance with  these  procedures.  There  is  no  need  to  make  a problem  conform  to  one 
of  the  above  types  to  have  it  considered, 

III.  MATTERS  NOT  TO  BE  HANDLED  BY  THIS  PROCEDURE; 

There  are  certain  types  of  enployee  problems  which  cannot  be  remedied  or 
considered  through  this  procedure.  These  are  handled  through  other  established 
procedures  such  as  those  incorporated  in  the  City  Charter,  ordinances,  depaxt- 
mental  rules  and  the  Rules  of  the  Civil  Service  Commission.  The  employee's 
immediate  supervisor  or  higher  departmental  authority  or  the  Civil  Service 
Commission  office  will  explain  these  other  procedures  if  there  is  need  to  use 
them.  The  most  notable  exceptions  are: 

A.  Classification  of  positions, 

B,  Compensation  and  other  benefits  established  by  ordinance. 
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C,  Appeals  of  official  employee  evaluations, 

D.  Employment  status,  such  as  dismissals  and  layoffs, 

E,  Examinations  and  promotions, 

F.  /uiy  other  matter  subject  by  law  to  appeal  to  the  Civil  Service 
Commission, 

Where  an  organized  group  of  employees  have  signed  a written  memorandum 
of  agreement  with  an  appointing  officer  providing  for  a group  grievance  pro- 
cedure, then  such  group  grievances  will  be  in  accord  with  the  written  memorandum 
of  agreement  and  not  with  the  procedures  set  forth  herein, 

IV.  THE  Ef/IPLOYEE  PROBLEMS  PROCEDUHE  - GENERAL  PROVISIONS; 

A,  Whenever  possible  and  practicable  employee  problems  or  grievances 
are  to  be  handled  diiring  the  regularly  scheduled  working  hours  of  the  persons 
involved, 

B,  An  employee  Problems  Form  shall  be  used  in  this  procedure, 

C,  When  needed,  there  shall  be  an  Employee  Problems  Appeals  Committee 
which  will  be  established  as  follows: 

1)  An  employee  designated  by  the  appointing  officer  concerned, 

2)  An  enployee  or  other  representative  selected  by  the  complainant, 

3)  A neutral  person  selected  by  the  above  two  persons  to  act  as 
Chairman  of  the  Committee,  or  if  they  fail  to  agree  on  such  a third  person,  then 
within  five  working  days  from  the  date  of  the  receipt  of  the  grievance  by  the 
Appeals  Committee,  the  Anerican  Arbitration  Association  shall  be  requested  to 
appoint  an  inpartial  person  to  serve  as  the  Chairman  of  the  Committee,  The  cost 
of  the  services  of  the  impartial  person  shall  be  borne  equally  by  the  employee 
and  the  department.  In  the  event  that  the  employee  does  not  desire  to  share  in 
the  cost  of  the  impartial  person,  then  the  decision  of  the  appointing  officer 
under  Step  4 shall  be  final. 
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D.  Any  step  of  the  procedure  may  be  the  last  in  that  the  problem  shall 
be  considered  settled  at  the  completion  of  ary  step  in  the  procedure  when  all 
parties  involved  are  satisfied.  Dissatisfaction  on  someone’s  part  is  implied  in 
the  movement  of  the  complaint  from  one  step  to  the  next.  Experience  has  shown 
that  the  majority  of  employee  problems  will  be  settled  at  the  first  step. 

V.  THE  STEPS  OF  THE  EMPLOYES  PROBLEMS  PROCEDURE; 

STEP  1 - Immediate  supervisor  (Oral) 

a)  The  employee  will  explain,  orally,  the  situation  and  problem  to 
the  employee's  immediate  supervisor. 

b)  The  supervisor  will  either  alone  or  after  consultation  with  his 
superior(s),  reach  a decision  and  communicate  it  orally  to  the  employee  within 
two  working  days  of  his  being  told  of  the  situation  causing  the  problem  or 
grievance. 

Every  possible  effort  should  be  made  by  all  parties  concerned  to  settle 
employee  problems  at  this  level  on  an  oral  basis. 

STEP  2 - Immediate  Supervisor  (written) 

a)  If  the  employee  is  not  satisfied  with  the  oral  decision  rendered, 
he  will  submit  the  problem  including  proposed  solution  in  writing  on  the 
Employee  Problems  Form  to  his  immediate  supervisor. 

b)  The  immediate  supervisor  either  alone  or  after  consulting  with  his 
superior(s),  will  notify  the  em-ployee  and  his  representatives  if  desired  in 
writing  of  his  decision  in  the  space  provided  on  the  original  Employee  Problems 
Form.  This  form  shall  be  returned  to  the  employee  within  three  working  days  of 
the  receipt  of  the  written  complaint, 

STEP  3 - Superior  or  Division  Head 

a)  If  the  complaint,  problem  or  grievance  is  not  settled  in  the 
second  step,  the  employee  and  his  representative,  if  desired,  shall  use  the  space 
provided  in  the  original  Employee  Problems  Form  to  submit  the  problem  in  writing 
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to  the  einployee's  division  head,  A grievance  will  be  considered  to  be  settled 
unless  an  appeal  is  filed  with  the  superior  or  division  head  not  later  than  five 
working  days  after  the  date  the  written  decision  was  returned  to  the  en^loyee  by 
his  inmediate  supervisor, 

b)  After  review  and  discussion,  if  necessary,  the  superior  or 
division  head  shall  use  the  space  provided  on  the  original  Employee  Problems 
Form  to  notify  the  employee  in  writing  of  his  decision,  and  this  form  shall  be 
returned  to  the  enployee  within  five  working  days  of  receipt  of  the  complaint, 
STEP  4 - Appointing  Officer 

a)  If  the  problem  is  not  settled  in  Step  3,  the  employee  and  his 
representative  if  desired  shall  use  the  space  provided  and  send  the  same  Employee 
Problems  Form  to  the  appointing  officer  within  five  working  days  after  the  date 
of  the  decision  by  the  division  head, 

b)  After  review  and  discussion,  if  necessary,  the  appointing  officer 
shall  use  the  space  provided  on  the  original  Enployee  Problems  Form  to  notify 
the  employee  of  his  decision,  and  this  fonm  shall  be  returned  to  the  employee 
within  five  working  days  of  receipt  of  the  complaint, 

STEP  5 - Employee  Problems  Appeals  Committee 

a)  If  the  problem  is  not  settled  in  the  4th  step,  the  employee  and 
his  representative  if  desired  shall  use  the  space  provided  and  send  the  same 
Enployee  Problems  Form  to  the  appointing  officer  within  five  working  days  of  the 
receipt  of  the  appointing  officer's  decision,  for  forwarding  to  the  Chairman  of 
the  Enployee  Problems  Appeals  Committee  (See  IV  -C-3),  On  the  space  provided 
on  the  form,  the  employee  aided  by  his  representative,  if  desired,  and  the 
appointing  officer  shall  each  list  their  selection  of  a qualified  employee  of 
the  city  to  serve  on  the  appeals  committee.  These  two  employees  shall  select 
a third  neutral  person  or  otherwise  follow  the  procedure  as  provided  in  Section 
IV  -C-3).  The  appointing  officer  shall  forward  the  form  to  the  Employee  Problems 
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Appeals  Committee  within  three  working  days  of  its  receipt  from  the  employee, 

b)  The  en5)loyee  problems  appeals  committee  shall  study  the  record  of 
the  case  and  shall  hold  an  informal  hearing. 

c)  The  Committee  shall  notify  the  appointing  officer  in  vrriting  and 
other  interested  parties  of  its  recommendation  as  soon  as  possible. 

d)  Upon  receipt  of  the  Committee’s  recommendation,  the  appointing 
officer  shall  make  a final  decision  in  the  matter  and  notify  in  writing  all 
parties  concerned  within  three  working  days  of  receipt  of  the  Committee’s 
recommendation. 

e)  The  original  copy  of  the  Employee  Problems  Form|  a copy  of  the 
written  recommendation  of  the  employee  problems  appeals  committee | and  a copy 
of  the  final  written  (feci si on  of  the  appointing  officer  shall  be  placed  in  the 
employee's  file  in  the  Civil  Service  Commission, 

VI.  AN  EXPLilNnTION  OF  THE  BEISOBS  FOR  THE  STEPS; 

STEFS  1 iiro  2. 

The  immediate  supervisor  is  the  leader  of  the  group  in  the  work  situation 
and  their  representative  in  dealings  with  the  rest  of  the  organization.  To  lead 
effectively,  the  supervisor  must  have  information  from  both  sides.  To  give  him 
this  information  is  one  of  the  major  purposes  of  the  Employee  Problems  Procedure, 
This  procedure  is  not  a substitute  for  the  supervisor  nor  a device  to  short- 
circuit  him. 

The  immediate  supervisor  is  the  one  who  assigns  and  reviews  the  work  of 
the  employee.  He  is,  therefore,  the  one  most  familiar  with  working  conditions. 

It  is  expected  that  nearly  all  cases  will  be  settled  at  this  level,  especially 
at  the  first  step. 

The  employee  has  two  chances  to  tell  the  supervisor  about  his  problem, 
once  orally  and  once  in  writing.  In  other  words,  they  both  have  the  time  to 
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think  about  the  problem.  Both  orally  and  in  writing,  the  employee  should  be 
specific.  The  employee  should  make  sure  that  his  problem  or  grievance  is  stated 
in  a way  that  others  can  check.  General  terms  mean  different  things  to  different 
people,  but  specific  statements  normally  can  be  readily  understood  by  all 
parties. 

STEPS  3.  A AND  5. 

Even  when  both  parties  understand  one  another,  differences  of  opinion  may 
exist.  These  steps  give  the  enployee  a chance  to  have  his  grievance  considered 
by  higher  authorities  in  the  organization  and  to  have  a representative  of  his 
own  choosing  as  a member  of  the  committee  considering  the  problem  at  the  higher 
level.  It  is  expected  that  only  serious  problems  or  grievances  will  get  this 
far,  and  then  only  if  the  employee  thinks  that  new  views  are  required  to  arrive 
at  a fair  decision. 
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CITY  & COUNTY  OF  S;iJ  FR/^JIGISCO 

EMPLOYEE  QKim:mE  FORM 


DATE. 

BI/IME ^JOB  TITLE 

DEPARTMENT ^UNIT/SECTI  ON 

Description  of  Problem 


Action  Requested. 


(Attach  additional  sheets  if  needed  for  any  section  of  form) 

Employee ’ s 

I discussed  this  with  my  supervisor  on  ( Date ) Signature 


l)  Grievance  Review  - Immediate 

Supervisor's  Decision: 


Date  Received: 


Signature  t Title: Date : 

Employee  Response  if  ^ibove  is  Not  Accepted: 


Signature: Title : Date: 

2)  Grievance  Review  - Second  Level  Date  Received: 

Decision: 


Signature : Title : Date : 

Employee  Response  if  Above  is  Not  Accepted: 


Signature: 


Date: 


Date  Received: 


3)  Grievance  Review  - Third  Level 
Decision; 


Signature: Title;  Date: 

Employee  Response  if  Above  is  Not  Accepted: 


Signature : 


Date; 
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SAN  FRAI'fCISCC  CIVIL  SERVICE  COMSSION 
! IbU^ity  Hall 

February  B,  1969 


To  ; Department  Heads 

Appointing  Officers 
Departmental  Personnel  Officers 
Employee  Organization  Representatives 
Civic,  Public  and  Professional  Organizations 

SUBJECT:  CIVIL  SERVICE  RULES  REVISION  (PUBLIC  HEAiqNG). 

~777 

The  Civil  Service  Rules  Study  Committee  has  completed  its  work  on  Section 
5.01,  and  Sections  5.10  through  5.13  of  ilule  5,  General  Hearing  and  Meeting 
Procedure, which  are  included  in  this  bulletin. 

Please  submit  your  comments  concerning  the  attached  draft  to  James  F,  Wurm, 
151  City  Hall,  by  February  21,  1969. 

The  Committee  will  hold  a public  hearing  on  Sections  3,  4 and  5 on  Wednes- 
day, February  26,  1969,  at  11:00  AM  in  the  Civil  Service  Commission  exami- 
nation chamber.  Room  52A,  basement  City  Hall.  Sections  3,  4 and  a portion 
of  Section  5 were  attached  to  our  memorandum  of  October  3,  1968, 

CIVIL  SERVICE  COMMISSION 


^ John  L,  Molinari, 

Rules  Study  Comnittee 


JFW/co 


Attach 
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RULE  5 


GEbERAL  HEARING  AND  MEETING  PROCEDURE 
SECTION  5,01  COI^IUNICATIONS 


Communications  requiring  action  by  the  Civil  Service  Commission  must 
be  filed  in  writing  in  the  office  of  the  Commission,  Such  communications 
received  before  12:00  Noon,  Thursday,  shall  be  noted  on  the  Commission 
calendar  for  the  mext  following  regular  meeting  following  such  date  with 
disposition  recorded. 

The  General  Manager,  Personnel,  shall  prepare  a supplemental  calendar 
of  matters  received  up  to  11:00  AM,  Monday,  which  in  his  judgment  require 
immediate  attention  of  the  Commission,  Comnr-iri cations  not  requiring  action 
by  the  Civil  Service  Commission  under  these  rules  shall  be  processed  by 
the  General  Manager,  Personnel,  as  provided  by  these  rules  and  proper  no- 
tations shall  be  made  on  pertinent  records. 

SECTION  5.10  ITEMS  HE  Aid)  CUT  OF  OPxDER 


A request  that  a calendared  item  be  heard  out  of  order  shall  be  pre- 
sented to  the  Assistant  Secretary  prior  to  the  start  cf  the  meeting 
stating  the  reason  for  the  request.  The  President  shall  decide  if  the  re- 
quest will  be  granted.  This  section  may  be  suspended  by  unanimous  vote 
of  the  Commissioners  present, 

SECTION  5,11  CALEl>iDARED  MATTERS  TO  BE  POSTPONED 


All  calendared  matters  to  be  postponed  shall  be  announced  at  the  start 
of  the  meeting  by  the  Assistant  Secretary, 

SECTION  5,12  MATTERS  TO  BE  HEARD  BY  THE  COMMISSION 


Only  matters  that  have  been  calendared  will  be  heard  by  the  Comnission 
at  any  meeting.  No  oral  requests  for  ruling  will  be  concidcred. 

SECTION  5,13  ORDER  OP  PRESENTATION 


The  proponent  of  any  calendared  matter  shall  first  present  his  sup- 
porting arguments.  The  opponent  of  any  calendared  matter  shall  then  pre- 
sent his  arguments  in  opposition.  Questions  of  opposing  parties  shall  be 
allowed  at  the  determination  of  the  President.  After  original  statements 
have  been  heard,  additional  statements  and  questions  may  be  presented  at 
the  discretion  of  the  President, 
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CIVIL  SERVICE  COMtCESSION  OF  SAIT  FRANCISCO 
151  City  Hall 


March  4?  1969 


TO:  All  Appointing  Officers 

Department  Heads 

Employees  and  Employee  Organization  Representatives 


The  Civil  Service  Commission  at  its  r^^j^^^^meeting  held 
March  3,  1969  heard  arguments  relative  to  the  prdpdsed  new  Rule  56  - 
"Employee  Ptelations  - Grievance  Procedure",  A copy  of  the  proposed 
rule  was  sent  to  all  appointing  officers,  department  heads  and 
employee  organization  representatives,  under  date  of  February  18, 
1969. 


The  Civil  Service  Commission  approved  several  changes  to 
the  proposed  rule  and  ordered  it  posted  for  one  week,  to  be  calendared 
for  adoption  at  the  regular  meeting  to  be  held  March  10,  1969. 

Attached  is  a copy  of  the  sections  of  the  rule  involved, 
indicating  the  changes  approved  by  the  Commission. 


CIVIL  SERVICE  COMMISSION 


GiJt 

Hariy  AJ.per  i 
Assjyvanb  General  Manager, 
Persornei 
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March  4,  1969 


CHATJGES  APPROVED  BY  THE  CIVIL  SERVICE  COMMISSION  TO  PROPCSED  NEW  RULE  56  - 
•’EldPLOYEE  RELATIONS  - GRIEVANCE  PROCEDURE". 

Section  II  (A)  - Add  to  last  sentence  as  follows s 

In  the  event  of  a dispute  as  to  "authority  of  an  appointing  officer 
to  act",  the  appointing  officer  shall  request  the  advice  of  the  City 
Attorney  WHO  SHALL  RESPOND  WTTHIN  TEN  WORKING  DAYS.  THE  APPOINTING 
OFFICER  SHALL  PROVIDE  A COPY  OF  THE  CITY  ATTORNEY’S  OPINION  TO  THE 
GRIEVANT. 

Section  II  (F)  - Second  sentence; 

Representation  shall  be  limited  to  ©ne  THREE  such  designated 
representative ( S) , provided  that  the  limitation  shall  not  apply  to 
the  use  of  witnesses.  Such  representation  is  permissible  at  any 
step  in  the  procedure. 

Section  II  - Add  new  paragraph  (G); 

G.  WITNESS.  ANY  PERSON  V/HOM  THE  GPJEVANT  WISHES  TO  APPEAR  TO 
ASSIST  HIM  IN  ESTABLISHING  THE  F^CTS  OF  HIS  GRIEVANCE. 

Section  III  (A)  - (2); 

The  steps  in  the  procedure  set  forth  herein  shall  be  followed  unless 
it  is  agreed  by  the  appeisting-effieer  APPROPRIiiTE  SUPERVISOR  and 
the  grievant  that  the  grievances  should  be  started  at  Step  3 or 
Step  4. 

Section  III  (B)  - Step  1; 

Immediate  Supervisor  (Oral) 

a)  The  employee  MD/OR  HIS  REPRESEI'ITATIVE  IF  REQUESTED  BY  THE 
EMPLOYEE  shall  explain,  orally,  the  grievance  to  the  employee’s 
immediate  supervisor,  if  the  grievance  starts  at  Step  1, 
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Page  two 

Section  III  (B)  - Step  It 

b)  The  supervisor  shall  reach  a decision  a,nd  communicate  it  orally 
to  the  employee  MB/OR  HIS  REPRESENTATIVE  within  tv?©  FOUR  working 
days  of  his  being  told  of  the  grievance. 

Section  III  (c)  - Step  2; 

Immediate  Supervisor, 

a)  If  the  employee  is  not  satisfied  with  the  decision  rendered,  he, 
and/or  his  representative,  if-eetifig-aiene  shall  submit  the  grievance 
in  writing  IVETHIN  SEVEN  WORKING  DAYS  to  the  immediate  supervisor 
tke-eifipley©e-has-e-3E*ep?eeeHtative-theH-the-g5*i©veHee-ffiay-fee -submitted 
ereliy-er-ifi- writing  on  the  employee  grievance  form,  t©-hie 
immediate-auperviaerr 

Section  III  (C)  - Step  2: 

Immediate  Supervisor, 

b)  Change  three  to  FIVE, 

Section  III  (P)  - Step  3. 

Intermediate  Supervisor, 

a)  Change  five  to  SEVEN. 

b)  Change  five  to  SEVEN. 

Section  III  (E)  - Step  4? 

Appointing  Officer. 

a)  Change  five  to  SEVEN. 

b)  Change  five  to  SEVEN. 

Section  III  (F)  - Step  5; 

Employee  Grievance  Appeals  Committee, 
b)  Change  five  to  SEVEN, 
d)  Change  five  to  SEVEN. 
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Page  three 


e)  Add  to  last  sentence  - 

If  the  appointing  officer  does  not  accept  the  comiuittee  ’ s 
recomirendation,  he  shall  fully  set  forth  in  writing  his  reasons 
for  such  non-acceptance,  A COPY  OF  WHICH  SHi'iLL  BE  SENT  TO  THE 
CIVIL  SERVICE  COmSSION. 

Section  III  (G)  - Add  to  paragraph  - 

A COPY  OF  SUCH  WRITTEN  MEMORANDUM  OF  AGREEMENT  SH/iLL  BE  FILED 
IN  THE  OFFICE  OF  THE  CIVIL  SERVICE  COMMISSION. 
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£AK  F^ICISCO  CIVIL  SL^iVICS  COiiMI££IOW 
151  City  Hall 


April  14,  1962 


i’o:  Appointing  Officers 

Department  Heads  „ 

Employee  Organization  Representatives 

rhe  Civil  Service  Joionission  at  its  meeting  of  April  14,  1969,  gave  first 
reading  to  a proposed  amendment  to  Rule  32  - Sick  Leave  Kith  Fay,  The 
amendment  renumbers  Section  16  to  Section  17  and  adds  a KEiJ  Section  16, 

This  new  Section  will  be  adopted  by  tae  Civil  Service  Commission  at  its 
meeting  of  April  21,  1969. 

The  proposed  n&j  Section  reads  as  follows; 

-vUL2  32  - SICK  LEAVE  UITM  PAY 

(Ne^v)  SECTION  16:  SICK  LEAVE  WITH  PAY  COMPENSATION:  AN  EMPLOYEE  ON  SICK 
LEAVE  171'TH  PAY  SHALL  BE  COPiPEWSATSD  DURING  SUCH  PERIOD  OF  LEAVE, 

THAT  AilOUNT  NHICH  EE  UOULD  I^AVE  EAxli>iSD  HAD  HE  I/OPJCED  DURING  THAT 
SAi'iE  PERIOD,  EXCLUDING  OVE^iTIiSS  EARNINGS. 

This  new  section  Ti7ill  bring  the  Sick  Leave  E^itn  Pay  procedure  in  conformity 
xrith  tnat  follofred  in  the  case  of  vacations. 


CIVIL  SERVICE  CCIiMISSICN 


Assistant  General  Manager 


JPii/co 


First  reading:  4/14/69 
For  adoption  : 4/21/69 
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SAN  FRANCISCO  CIVIL  SERVICE  COMMISSION 
151  City  Hall 


April  29,  1969 


\m  c ;969 


TO:  All  Appointing  Officers  Pcslic'LfssA^fv 

Department  Heads 

Employees  and  Employee  Organization  Representatives 


Under  date  of  April  14,  1969,  appointing  officers,  department 
heads  and  employee  organization  representatives  were  notified  of  a 
proposed  amendment  to  Rule  32  - "Sick  Leave  yith  Pay",  This  proposed 
amended  was  posted,  to  be  considered  for  adoption  by  the  Commission 
at  the  regular  meeting  held  April  31|  1969. 

At  the  meeting  of  the  Commission  held  April  28,  1969,  a 
staff  report  recommending  that  the  rule  be  restated,  was  approved  and 
again  ordered  posted  for  one  week  for  consideration  for  adoption  on 
May  5,  1969. 

The  restatement  of  a new  Section  16  of  Rule  32  - "Sick  Leave 
With  Pay",  is  as  follows: 

"SICK  LMVE  WITH  PAY  COMPENSATION:  EMPLOYEES  ASSIGNED 
TO  POSITIONS  THAT  ARE  SCHEDULED  ON  A SHIPT  BASIS  SHAiL, 

WHEN  ON  SICK  LEAI/E  WITH  PAY,  BE  I- .HD  THE  SHIFT  DIFFER- 
ENTIAL WHICH  THEY  WOl^LD  RAW  EARP^  HAD  THEY  WORKED 
DUPJNG  THAT  SAID  PERIOD, " 


CIVIL  SKRVICE  COMMISSION 

Harry  Albert 

Assistant  General  Manager, 
Personnel 
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CIVIL  SERVICE  COMMISSION  OF  SM  FRANCISCO 
151  City  Hall^' 


July  1,  196^ 


SAM  FRANCSSCO 
PUBLIC  LfBRARY 


To:  All  Appointing  Officers 

Department  Heads 
Personnel  Officers 

Employees  and  Employee  Organization  Representatives 

At  the  regular  meetir^  of  the  Civil  Service  Commission  held 
June  30,  1969,  the  Civil  Service  Commission  ordered  posted  a proposed 
anendment  to  the  sick  leave  rule  as  it  concerns  the  administration  of  sick 
leave  in  the  Police  Department, 


The  proposed  amendments  which  were  previously  approved  by  the 
Police  Commission,  subject  to  approval,  by  the  Civil  Service  Commission  and 
the  Board  of  Supervisors,  are  as  follows: 

SICKNESS  AND  DISABILITY 

5.51  A member  unable  to  report  for  duty  at  the  prescribed  time  as 

a result  of  sickness  shall  immediately  report  that  fact  to 
his  station  or  bureau,  and  if  unable  to  report  for  duty  for 
three  (3)  consecutive  worllng  days  because  of  sickness  he 
shall  forward  to  his  commanding  officer  a certificate  signed 
by  the  attending  qualified  physician  or  surgeon  stating  the 
reason  for  such  inability  to  report  for  duty.  If  said 
certificate  is  sent  by  mail,  it  shall  be  mailed  by  Special 
Delivery  Registered  Mail  and  the  station  or  bureau  so 
notified. 


5.51.1  A member  unable  to  report  for  duty  at  the  prescribed  time  as 

(Added)  a result  of  disability  shall  immediately  report  that  fact  to 

his  station  or  bureau  and  without  unreasonable  delay  forward 
to  his  commanding  officer  a certificate  signed  by  the 
attending  quali-fied  physician  or  surgeon  describing  the  dis- 
ability. If  said  certificate  is  sent  by  mail,  it  shall  be 
mailed  by  Special  Delievery  Registered  Mail  and  the  station  or 
bureau  so  notified. 


For  Adoption;  7-7-69 


CIVIL  SERVICE  COMMISSION 
Hai'ry  "^bert"^'' 

Assistant  General  Manager, 
Personnel 
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CIVIL  SERVICE  COmsSION.  OF  SM  FRMCISCO 
7 151  City  Hall 


July  9,  1969 


To: 


DOCUMENTS 


All  Appointing  Officers 

Department  Heads 

Personnel  Officers 

Employees  and  Employee  Organization 


Representatives 


JUL  1 1 B69 

r.Ar-l  FRANCS  SCO 
PUBLIC  LIBRARY 


<!«n  T’’®  folloudng  amendment  of  Rule  55  - "Transnort  Workers'  Onion 

San  Ftmcisoo  Municipal  Railway  Trust  Fund",  Section  9 - "Audit  Senor+T 


"Section  9.  Audit  Report. 

The  Trust  Fund  shall  be  audited  semi-annually  by  an 
auditor  to  be  designated  by  the  Controller  of  the 
+ +1,^^  County.  The  auditor  ^s  report  shall  be  made 

to  the  Board  of  Supervisors,  xd.th  copies  to  Local  2^0A 
Transport  Workers  Uriion  of  America  (L  to  thfe^lo^ee' 
org^xzation  having  exclusive  group  representational 
rights  before  the  Public  Utilities  Commission),  the 
Public  Utilities  Commission,  the  Civil  Service 
Commission,  and  the  Controller,  AND  12  COPIES  TO  THF 
SECRETARY  OF  THE  TRUST  FUND  FOR  DIwSTRIBUTION  TO  E^'CH 
TRUSTEE  AND  ALTEP.NATE  TRUSTEE,  and  the  cost  of  such 
audit  report  shall  be  paid  for  by  the  City  and  County 
from  funds  to  be  appropriated  for  such  purpose  by  the 
Board  of  Super  visors, " ^ <= 


CIVIL  SERVICE  COMMISSION 
Harry  AJtjDert 

Assistant  General  Mana.ger^ 
Personnel 
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ALL  DEPARTMENT  HEADS 
APPOINTING  OFFICERS 
PERSONNEL  OFFICERS 

EMPLOYEES  AND  EMPLOYEE  ORGANIZATION  REPRESENTATIVES 


Attached  is  a copy  of  a staff  report  to  the  Civil  Service  Commission 
recommending  an  amendment  to  Rule  3 - "Applications",  Section  1 - 
"Notice  of  Examination",  Paragraph  3,  of  the  Civil  Service  Commission 
rules.  The  report  explains  the  reason  for  the  proposed  amendment. 

It  was  the  action  of  the  Commission  that  the  proposed  rule  amendment 
be  posted  for  three  (3)  weeks  to  be  considered  for  adoption  at  the 
regular  meeting  of  the  Civil  Service  Commission  to  be  held  on 
October  27,  1969. 
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U202-69 


To: 

Through : 

From: 

SUBJECT: 


Civil  Service  Commission 

George  J.  Grubb,  General  Manager,  Personnel 

Nonnan  C.  Ecklund,  Director  of  Recruitment  and  Examinations 

AMENDMENT  TO  RULE  3,  APPLICATIONS,  SECTION  1,  NOTICE  OF  EXAMINATIONS, 
PARAGRAPH  3 


In  order  to  broaden  promotional  opportunities  for  employees  in  the  City  and  County 
service  and  to  expedite  the  processing  of  promotional  examinations  it  is  recommended 
that  Rule  3,  Section  1,  Paragraph  3 be  amended.  This  amendment  will  change  the 
procedure  for  employee  requests  to  be  included  in  the  next  lower  rank  in  promotional 
examinations  by  giving  employees  continuous  opportunity  to  request  inclusion  in  the 
next  lower  rank  in  any  particular  examination  or  examinations.  It  will  provide  for 
review  of  such  requests  prior  to  the  announcement  of  a promotional  examination  and 
will  simplify  the  appeal  procedure  relating  to  such  requests. 


The  current  rule  reads  as  follows: 


"When  examination  for  promotion  are  to  be  held,  the  Personnel  Director 
and  Secretary  will  give  notice  thereof  to  all  persons  in  positions  entitling 
them,  under  the  examination  announcement  and  the  civil  service  rules,  to 
participate  in  such  examinations,  by  posting  information  thereof  in  the 
business  office  of  the  Commission  for  a period  of  ten  days  and  by  notifying 
the  departments  concerned." 

The  proposed  rule  is  as  follows: 

"Notice  of  promotional  examinations  shall  be  posted  on  the  bulletin  board 
of  the  Commission  for  a period  of  not  less  than  10  days.  Examination 
announcements  and  applications  shall  be  distributed  through  the  depart- 
ments concerned  to  all  employees  in  next  lower  rank  classifications. 
Employees  desiring  inclusion  of  a class  in  the  next  lower  rank  of  a 
specific  promotional  examination  must  make  such  request  on  forms  provided 
by  the  Commission  prior  to  the  announcement  of  the  promotional  exami- 
nation. Failure  to  make  such  request  shall  preclude  appeals  or  requests 
for  reconsideration  concerning  the  inclusion  of  a classification  in  the 
next  lower  rank.  Prior  to  the  issuance  of  a promotional  examination 
annovincement  the  General  Manager,  Personnel  shall  review  such  request  and, 
no  later  than  the  date  of  issuance  of  the  announcement,  such  request  shall 
be  placed  in  the  mail,  at  the  applicant's  risk,  with  annotation  as  to 
whether  or  not  the  request  has  been  allowed.  Notwithstanding  the  provisions 
of  Rule  Ul  or  any  other  provision  of  these  rules,  appeals  concerning  the 
decision  of  the  General  Manager,  Personnel  must  be  submitted  within  seven 
(7)  business  days  of  the  date  of  issuance  of  the  announcement  as  requests 
for  reconsideration  by  the  Civil  Service  Commission." 

It  is  recommended  that  this  rule  become  effective  on  January  1,  1970  and  that 
notification  of  the  effect  of  this  rule  be  sent  to  all  employees  through  their 
respective  departments  no  later  than  November  30,  1969. 

Respectfully  submitted. 


NORMAN  C.  ECKLUND 

Director  of  Recruitment  and  Examinations 


NCE:JD:lt 


Approved: 


GEORGE  J.  GRUBB 

General  Manager,  Personnel 


TOr 


ALL  DEPARTMENT  HEADS 
APPOINTING  OFFICERS 
PERSONNEL  OFFICERS 

EMPLOYEES  AND  EMPLOYEE  ORGANIZATION  REPRESENTATIVES 


Attached  is  a copy  of  a staff  report  to  the  Civil  Service  Commission 
recommending  an  amendment  to  Rule  12  of  the  Civil  Service  Commission 
rules  by  the  addition  of  Section  h thereto.  The  report  explains 
the  reason  for  the  proposed  amendment. 

It  was  the  action  of  the  Commission  that  the  proposed  rule  amendment 
be  posted  for  three  (3)  weeks  to  be  considered  for  adoption  at  the 
regular  meeting  of  the  Civil  Service  Commission  to  be  held  on 
November  3)  1969. 


CIVIL  SERVICE  COMMISSION 
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October  8,  1969 


To: 


Civil  Service  Connnission 


Through: 


George  J.  Grubb,  General  Manager,  Personnel 


From: 


Norman  C.  Ecklund,  Director  of  Recruitment  and  Examinations 


SUBJECT: 


AMENDMENT  OF  RULE  12  BY  THE  ADDITION  OF  SECTION  4 THERETO 


In  order  to  expedite  the  posting  of  eligible  lists  wherein  large  numbers  of 
participants  are  involved  or  there  is  an  immediate  need  for  eligibles  in  the 
classification,  it  is  recommended  that  a new  Section  4 be  added  to  Rule  12  to 
read  as  follows: 

SECTION  4.  INSPECTION  OF  RATING  KEYS  BY  REVIEW  COMMITTEE.  Notwithstanding  the 
provisions  of  Rule  12,  Section  1 or  any  other  provision  of  these  rules,  the 
examination  announcement  may  provide  for  review  of  questions  and  answers  thereto 
by  a review  committee  in  those  examinations  wherein  large  numbers  of  protests 
on  key  answers  might  be  anticipated  on  the  basis  of  past  experience,  or  there 
is  an  immediate  need  for  appointees  in  the  classification  involved.  Such  review 
committee  shall  be  composed  of  three  or  more  persons,  expert  in  the  field  of 
subject  matter  covered  by  the  examination.  For  examinations  in  the  uniformed 
classifications  in  the  Police  and  Fire  Departments,  or  other  uniformed  forces, 
the  members  of  the  Committee  shall  be  appointed  by  the  General  Manager,  Personnel 
from  among  a panel  of  five  officers  submitted  by  the  appointing  officer  of  the 
concerned  department,  and  shall  hold  rank  not  less  than  that  of  the  class  for 
which  the  examination  is  being  held. 

The  review  of  the  rating  key  shall  begin  simultaneously  with  the  holding  of  the 
examination  and  shall  be  completed  in  one  session.  The  recommendations  of  the 
review  committee  with  respect  to  questions  or  answers  which  they  believe  to  be 
ambiguous,  incorrect,  or  improper  shall  be  submitted  to  the  General  Manager, 
Personnel  for  approval.  Such  rating  key  when  approved  by  the  General  Manager, 
Personnel  shall  be  made  available  for  review  by  participants  in  the  examination 
for  a period  of  two  days.  The  participants  may  request  reconsideration  by  the 
Civil  Service  Commission  concerning  only  those  questions  or  answers  wherein 
documented  claim  of  manifest  error  is  made.  If  no  requests  for  reconsideration 
are  submitted,  the  approved  rating  key  shall  be  the  official  rating  key  to  be 
used  for  scoring  the  examination. 


Respectfully  submitted 


NORMAN  C.  ECKLUND 

Director  of  Recruitment  and  Examinations 


GEORGE  J.  GRUBB 

Approved:  General  Manager,  Personnel 
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CIVIL  SERVICE  COMMISSION  OF^SAN  FRANCISCO 
151  City  Hall 


May  5,  1970 


TO 


'^r 


'Ml  Department  Heads 


Appointing  Officers 
Departmental  Personnel  Officers 

Employees  and  Employee  Organization  Representatives 


At  the  regular  meeting  of  the  Civil  Service  Commission  held  April  23, 


1970,  the  Commission  had  for  consideration  a number  of  requests  concerning  the 
administration  of  limited  tenure  appointments,  including  requests  for  reconsider- 
ation of  a prior  action  of  the  Commission  ordering  that  all  limited  tenure  certi- 
fications be  deemed  to  be  temporary. 


As  a part  of  the  consideration  of  these  matters,  the  Commission  ordered 


that  proposed  rule  amendments  by  the  staff  of  the  Civil  Service  Gomjnission  be 
posted  for  three  weeks  to  be  considered  for  adoption  by  the  Commission  at  the 
regular  meeting  to  be  held  May  25,  1970, 


The  rule  amendments  are  as  follows 


Rule  47  - "Limited  Tenure  Appointments",  Section  1 - ’'Procedure", 
first  paragraph,  presently  reads  as  follows: 


"Whenever  eligibles  from  regularly  established  lists  are 
not  available  for  appointment,  the  General  Manager, 
Personnel,  may  qualify  and  certify  applicants  for  limited 
tenure  appointment-  in  accordance  with  the  provisions  of 
Section  145.1  of  the  Charter,  or  may  authorize  appointing 
officers  to  qualify  applicants  for  limited  teniire  appoint- 
ment in  accordance  with  the  provisions  of  Section  145*1  of 
the  Charter  and  of  this  rule.  The  term  'appointing 
officer',  as  used  herein,  shall  mean  the  appointing  officer 
or  his  designated  representative." 

It  is  recommended  that  the  following  language  be  added; 

ALL  LIMITED  TENURE  APPOINTMENTS,  VfflETHER  TO  ENTRANCE  OR 
PROMOTIVE  POSITIONS,  SHAULBE  TEMPORARY  AND  SHALL  BE 
LIMITED  TO  ONE  YEilR.  NO  LIMITED  TENURE  APPOINTEE  TO  AN 
ENTRi^XE  POSITION  SHALL  SERVE  UNDER  SUCH  /I’POINTMENT 
UNDER  ONE  APPOINTING  OFFICER  FOR  A PERIOD  OF  MORE  TH/JJ 
ONE  YEiH.  FURTHER  LIMITED  TENURE  /iPPOINTMENT  UNDER  SUCH 
/iPPOINTING  OFFICER  WILL  NOT  BE  AUTHORIZED  UNLESS  A PERIOD 
OF  SIX  MONTHS  INTERVENES.  IF  AT  THE  END  OF  ONE  YEAR  OF 
LIMITED  TENURE  jEPOINTMENT  BY  ONE  EMPLOYEE,  FURTHER 
S.mVICE  IN  THE  POSITION  IS  REQUIRED  BY  THE  /J^POINTING 
OFFICER,  THEM  ANOTHER  PERSON  SHiiL  BE  AJPPOINTED  TO  THE 
POSITION  IN  ACCORDiJJCE  WITH  THE  PROVISIONS  OF  THIS  RULE. 


follows: 


The  seventh  paragraph  of  Section  1 of  Rule  47,  presently  reads  as 
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"If  the  vacancy  is  in  a promotive  classificrtion,  the 
Civil  Service  Commission  vdll  authorize  limited  tenure 
appointments  from  designated  next  lower  rank(s),  as  herein 
provided,  and  the  appointing  officer  shall  appoint  the 
employee  with  the  highest  seniority  in  the  department  in 
such  next  lower  rank(s)  v/ho  meets  minimumi  requirements  of 
training  and  experience  as  indicated  above,  and  who  will 
accept  such  appointment." 


It  is  recommended  that  the  following  language  be  added  to  that  paragraph; 


PROVIDED  THiiT  /iLL  LIMITED  TENURE  PROMOTIVE  /iPPOINTMENTS 
SHiJi  BE  TEMPCIL'RY  .Mi  SHi'JI.  BE  LIMITED  TO  ONE  YE.VR.  LT 
THE  EI'ID  OF  ONE  YEi'Jl,  IF  FURTHER  LIMITED  TENURE  APPOINTMENTS 
IM.  REQUIRED,  THEN  THE  /J'POINTING  OFFICER  SHALL  /APPOINT  THE 
EI4PL0YEE  UITH  THE  NEXT  HIGHEST  SENIORITY  IN  THE  DEP.HTMEI^^T 
IN  THE  LOWEFi  lUM  OR  R.M.S  WHO  MEETS  THE  MINIMUM  REQUIRE- 
MENTS OF  TRAINING  iJ^’D  EXPERIENCE  ^.ND  WHO  WILL  ACCEPT  SUCH 
;JP0INTMENT.  IF  IT  IS  CLEiJiLY  DEMONSTRi.TED  TO  THE  SATIS- 
FACTION OF  THE  CIVIL  SETtVICE  COMMISSION  TH.  T THERE  /iRE  WO 
OTHER  EMPLOYEES  IN  THE  NEXT  LOU'ER  IL-NK  OR  R.1TKS  TO  BE 
iiPPOINTED  TO  SUCH  PROMOTIVE  POSITION,  THEN  THE  CIVIL 
SERVICE  COMMISSION  M..Y  EXTEND  THE  LIMITED  TEl^lUPtE  iTPOINT- 
MENT  FOR  ..  SECOND  YEFJl.  IF  ..T  THE  EI\D  OF  A SECOND  YE.JI 
ELIGIBLES  ON  A REGUL.aRLY  ESTiDLISHED  ELIGIBLE  LIST  iUlE 
STILL  NOT  AViJL..BLE  FOR  ilPPOINTMENT,  THEN  THE  iDOVE  PRO- 
CEDURES SH.xLL  BE  PuEPE/.TED. 


CIVIL  SERVICE  COMMISSION 


Assistant  General  Manager, 
Personnel 
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SAN  FRAI^CISCO  CIVIL  SERVICE  COMIESSION 
Hall 


Jime  16,  1970 


To:  All  Appointing  Officers 


Department  Heads 
Personnel  Officers 

Employees  and  Employee  Organization  Representatives 


At  the  regular  meeting  of  the  Civil  Service  Commission  held  June  15 j 1970,  the  Civil 
Service  Oommission  ordered  posted  a proposed  amendment  to  the  sick  leave  rule  as  it 
concerns  the  administration  of  sick  leave  in  the  Fire  Department. 

The  proposed  amendments  which  were  previously  approved  bj'’  the  Fire  Commission,  sulv. 
jeci  to  approval  hy  the  Civil  Service  Commission  and  the  Board  of  Supervisors,  are 
as  follows: 


SICFITESS  /ITD  DISABILITY  - SECTION  3S04.1 

"Sick  leave  remaining  to  the  credit  of  a member  upon  the  effective 
date  of  his  retirement  for  service  or  disability  or  upon  the  date  of 
his  death  shall  be  disposed  of  as  follows: 

Upon  Retirement  - The  member  shall  be  paid  in  full  for  the 
unused  period  of  accumulated  sick  leave  provided  that  such 
payment  shall  be  limited  to  a meximum  of  six  (6)  months  sick 
leave , 

Upon  Death  - The  estate  cf  such  member  shall  be  paid  in  full 
for  the  unused  period  of  accumula-.ed  sick  leave  provided  that 
such  payment  shall  be  limited  to  a maximum  period  of  six  (6) 
months  sick  leaver 

No  appointment  to  replace  an  H2  Fireman  in  a vacancy  caused 
by  Retirement  or  Death  in  any  rank,  followed  }r/  payment  of 
compensation  in  lieu  of  Sick  Leave,  shall  he  made  for  the 
period  of  time  equivalent  to  that  represented  by  such  compen- 
sation in  lieu  of  Sick  Leave. 

The  enactment  of  this  section  is  not  intended  to  constitute 
additional  compensation  nor  be  a part  of  the  rate  of  pay  of 
such  member  but  is  reimbursement  for  accumulated  sick  leave 
to  the  credit  of  the  member  and  to  which  he  would  have  been 
entitled  if  he  had  not  retired  or  diedj' 


F«>i»  Adoption:  Juno  1970, 


CrrEL  SERVICE  COMMISSION 
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Assistant  General  Manager 
Personnel  ■ 
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CIVIL  SEPJvfICC  XiniSSICiJ  C?  S;U']  FiL'JiCISX 
151  City  Hall 


July  21,  1970 


TC: 


/ill  Appointing  Cfficars 
Department  Heads 
Departmental  Personnel  Officers 

iiiiployees  and  Jitiployee  Organization  Representatives 


SUBJECT: 


AlA]I.Di;x-.;T  OF  RULd  36  -'TaRT-TIIlC  El PLOYillrn  OR 
ACTIVITY  IE  >J)DIIIGH  TO  rULL-TIIlE  CIVIL  SERVICF 
LlPLCYi^IT'' 


The  Civil  Service  Corrission,  at  its  regular  meeting  held 
July  20  1970,  orde'aed  a proposed  amendisient  of  Rule  36  - ''Part-Time 

■i iployment  or  activity  in  .-.ddition  to  Full-Time  Civil  Service 
Employment"  be  posted  for  one  ueek,  to  be  considered  for  adoption 
on  Jvily  27,  1970. 

The  pjroiX)sed  amendrient  ’.'as  to  arid  a nev;  Section  6 to  Rule  36, 
as  iollous: 

SECTICi!  6 - GEHSILAL  IRuiAGER  TC  .ICT  OR  RE.<!Uii;STS  - THE  GEJM/IuIL 
laLi/vGER,  PliiiSCXIEL,  IS  AUTIIOilla.ID  TO  CCISIDER  aRD  ACT  OR 
Itl-UJSTS  ICR  /iPPRDVX  OF  P/alT-TIiE  EiTLCIPEi'!T  OR  ACTIVITY  IN 
^JluITIGN  TO  Fi;iJ.-TIFi:  CIVIL  SERVICE  EITLCYIEI'.'T  IN  ACCCRDaECE 
v;i'iH  THE  PHCVISICMS  R D Rd-IURJE^^EI TS  OF  THIS  RLTtE  .uID  SUBJECT 
TO  T.iE  iiPP.til  PRCinSICl.'S  OF  RULE  41. 

The  explanation  for  the  proposed  amendment  is  ‘s  follows: 

The  policies  of  the  Civil  Service  Commission  in  relation  to 
the  approval  or  denial  of  renuests  to  engage  in  part-time  employment 
in  addition  to  full-tim.e  Civil  Service  emploiT-ients  are  well 
established  at  this  time.  It  should  no  longer  be  necessary  for  the 
Commission  to  calendar  and  consiaer  each  individual  request,  or  for 
the  employee  to  be  questioned  first  by  a staff  member  and  then  by 
the  Coromission.  It  is  reeoiEncnded  that  the  rule  be  amended  so  that 
consideration  and  action  on  such  reqiiests  may  be  administered  by 
the  General  ihnager,  Personnel.  Such  staff  action,  of  course,  iraiLLd 
be  subject  to  the  provisions  of  Rule  41 j ’;hich  states  in  part  that: 

‘ ;ui  employee  wlio  makes  a petition  ’..'hich  is  denied  by  the 
General  i onager.  Personnel,  under  authority  of  these 
miles,  riiay  within  30  days  thereafter  appeal  such  decision 
to  the  Civil  Service  Commission,  E,nd...." 


CIVIL  SERnCE  XI3IS5IOH 


George  J.  Gnibb  '' 

General  Ranager,  Personnel 
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CIVIL  SERVICE  COmsSION  OF  SM  FRANCISCO 
151  City  HalX 

September  22,  1970 


SEP  2 4 19TO 

-,N  FRANCISCO 

TO  I All  Appointing  Officers  ^blic  library 

Department  Heads 
Departriental  Personnel  Officers 

Employees  and  Employee  Organization  Representatives 


The  Civil  Service  Commission  at  its  regular  meeting  held 
September  21,  1970,  ordered  posted  for  one  week  the  following  amend- 
ment to  Rule  13  - ’Tlegisters  of  Eligibles",  Section  2 - "Qualifi- 
caticns  of  Eli.gibles".  The  proposed  amendment  reads  as  followsi 


"Section  2.  Qualifications  of  Eligibles;  Eligibles 
must  continue  to  possess  the  qualifications  required 
of  applicants  'ey  Section  1 and  Section  2 of  Rule  2, 
or  loss  of  ejigibility  may  follow,  PROVIDED,  THAT 
THE  NAME  OF  Al,'  EtTLOYEE  WHO  HAS  COI^IPLETED  HIS  PRO- 
BATIONARY PERIOD  IN  A PROMOTIVE  CLASS  AND  IS  A1\I 
ELIGIBLE  ON  ANOTHER  PROMOTIVE  LIST,  SHilLL  RETAIN  HIS 
ELIGIBILITY  ON  THE  PROMOTIVE  ELIGIBLE  LIST  IF  THE 
CLASS  FROM  WHJfS  HE  WAS  ORIGINALLY  PROMOTED  WAS  A 
NEXT  LOWER  R.^K  FOR  BOTH  LISTS." 


CIVIL  SERVICE  COMMISSION 

flames  F.  Wurm 

Director  Nfanagement  and  Employee 
Services 


For  Adoption:  9-28-7® 
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CIVIL  SERVICE  COMMISSION  OF  SM  FRANCISCO 
151  City  Hall  / 


/ 
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March  23,  1971 


To; 


All  Appointing  Officers 


Department  Heads 

Employees  and  Employee  Organization  Representatives 

The  Civil  Service  Commission  at  the  regular  meeting  of  March  22, 


1971  ordered  that  proposed  amendments  of  Rule  31  - "Leaves  of  Absence  Without 
Pay",  and  Rule  47  - "Limited  Tenure  Appointments",  be  posted  for  one  week,  to 
be  considered  for  adoption  at  the  regular  meeting  to  be  held  March  29,  1971. 

The  purpose  of  the  proposed  rule  amendments  is  to  liberalize  the  period  of  time 
in  which  regular  tenrjorary  appointees  and  limited  tenure  appointees  may  be 
absent  on  sick  leave  without  pay.  Rule  31  niakes  it  possible  to  extend  the 
pr&sent  10-day  limitation  for  regular  temporary  appointees  under  certain 
conditions.  The  proposed  amendment  to  Tule  47  makes  the  same  conditions  appli- 
cable to  limited  tenure  appointees. 

If  adopted  by  the  Commission,  Rule  31  would  then  require  approval 
by  tho  Board  of  Supervisors, 


These  proposed  amendments  read  as  follows: 

Rule  31  - Section  2 - Paragraph  (d)  - 

"A  temporary  appointee  is  limited  to  leave  not  to  exceed  ton 
(lO)  working  days  in  any  one  certification  period  and  then 
only  if  replacement  of  such  appointee  is  not  required, 

IN  THE  CAGE  OF  SICK  LEAVE,  SUCH  TEN  (lO)  DAY  LIMITATION  MAY 
BE  EXTElvIDED  UPON  THE  APPROVAL  OF  THE  APPOINTING  OF^'ICSR  FOR 
SUCH  PERIOD  AS  THE  APPOINTING  OFFICER  VJILL  Il'lDIOATE  THAT  A 
REPL/.CEMENT  IS  NOT  REQUIRED,  BUT  NOT  TO  EX'CEED  THE  ORIGINAL 
DURATION  OF  EMPLOYMENT  AS  STATED  ON  THE  REQUISITION. " 


Rule  47  - "Limited  Tenure  Appointments"  - Section 

•'Except  for  militery  leave  or  sick  leave  with  or  ^d.thout  pay 
i«-the-eeee-©f-pei»ffle«©fit-iiffli4ed-4e»«a?e-appeiftt©e9 , limited 
tenure  appointees  will  not  be  grajited  forml  leaves  of  absence, 
A leave  of  absence  without  pay  for  personal  reasons  shall  not 
be  approved  for  a period  of  more  than  two  consecutive  weeks. 
Appointing  officers  shall  determine  whether  the  absence  of  a 
limited  tenure  appointee  is  justified,  or  whether  the  appoint- 
ment shall  be  terminated.  If  the  appointment  is  not  terminated, 
tho  appointee  shall  be  shown  on  the  timeroll  as  on  personal 
leave  without  pay.  Sick  leave  with  or  without  pay  or  military 
leave  shaJLl  be  granted  in  accordauce  with  the  rules  and  pro- 
cedures governing  regular  civil  service  appointees," 


H bant  General 

Manager,  Personnel 
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CIVIL  SER\r[CE  COMvCSSION  OF  SM  FRiiNCISCO 
151  City  Hall 


March  30,  1971 


To: 


All  Appointing  Officers 
Department  Heads 
Departmental  Personnel  Officers 

Employees  and  Enpj-cyee  Organization  Representatives 


The  Civil  Service  Commission  at  its  regular  meeting  held  Monday, 
March  29,  1971,  ordered  posted  for  one  week  a proposed  anEndment  to 
Rule  32  - "Sick  leave  With  Pay".  The  proposed  rule  amendment,  if  adopted 
by  the  Civil  Service  ConiiTiission  and  approved  by  the  Board  of  Supervisors, 
would  provide  compensation  for  unused  sick  leave  credits  at  the  time  of 
retirement  or  death  in  the  ar.iount  of  33~1/3p.  The  proposed  rule  also 
includes  certain  requirements  in  order  for  an  em-ployee  to  qualify  for  the 
in  lieu  compensation  payment. 


The  report  to  the  Commission  included  the  following  explanations 

"If  approved,  this  progTam  should  also  be  subject  to 
the  following  qualifications: 

There  could  be  a tendency  for  employees  to  arrange 
their  retirement  prior  to  the  mandatory  date  and  to 
make  it  effective  as  of  January  1 of  an2'’  year  in  order 
to  gain  asi  incom*e  tax  benefit.  Ini  order  to  discourage 
mars  retirements  on  any  one  date,  I would  recommend 
that  compensation  in  lieu  of  unused  sick  leave  snould 
be  paid  ti^ice  a year  - on  July  1 and  January  1. 

There  is  the  possibility  that  in  order  to  gain  this 
benefit,  employees  would  force  themselves  to  work 
when,  in  fact,  they  should  bo  on  sick  leave.  I would 
recommend  that  a doctor's  certificate  be  required, 
certifying  that  the  employee  was  com.petent  to  v/ork 
during  the  period  of  time  prior  to  retircim^.nt, 
that  the  employee  had  available  sick  leave  crodats. 

If  the  employee  retires  before  his  mandatory  date, 
then  the  appointing  officer  should  similarly  certify 
that  the  employee  had  been  physically  com.petent  to 
perform  his  duties," 

Attached  is  a copy  of  the  proposed  amend nent. 


CIVIL  SERVICE  COMMISSION 


CIVI|^  SERVICp  C^l 


Attachment 
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M£jrch  30^  1971 


RULE  32  - SICK  LEAVE  \/ITH  PAY. 

Section  8,  Retireiuent  Automatically  Terminates  Leave  of  Absence, 

EXCEPT  AS  OTHERvTISS  PROVIDED  IN  THIS  RULE,  whenever  a leave 
of  absence  has  been  granted  under  this  rule  to  any  officer 
or  employee,  and  such  officer  or  employee  during  such  leave 
is  retired,  his  leave  of  absence  shall  automatically  termin- 
ate on  the  date  of  his  retirement. 

Section  8.1  DISPOSITION  OF  SICK  LEAVE  BALANCE  REMAINING  AT  TIME 
OF  RETIREI'IENT  OR  DEATH. 

SICK  LEAVE  P^iAINING  TO  THE  CREDIT  OF  AN  EI^iPLOYSE  UPON  THE 
EFFECTIVE  DATE  0?  HIS  RETI?.EI'ISNT  FOR  SERVICE  OR  DISABILITY 
OR  UT'CN  THE  DATE  OF  HIS  DEATH  SHALL  BE  DISPOSED  OF  AS 
FOLLOWS: 

UPON  RETIREt^IT  - THE  E^TLOYES  SHiiLL  BE  PAiID  33-1/3p  OF  THE 
ITi'TOSEb  PERxOD  OF  ACCUMULATED  SICK  LEAVE  AT  THE  BASE  RiiTE  OF 

p/iY  fzcludii;g  iuy  overt: i-ie  or  ppjiM;;TM  rates  >/hat soever,  .ind 

PROVIDED  TIL.T  SUCH  P^imLI^T  SH.LLL  BE  LINHTED  TO  A MAXIMUM  OF 
SIX  (6)  MONTHS  SICK  LEi'xVE. 

UpON  DEATH  - THE  ESTATE  OF  SUCH  EI^LOYEE  SHjH^L  BE  PMD 
33^3^  OF  THE  UilUSED  PEPJOD  OF  ACCUMJLI.TSD  SICK  LEiA^E  IJl 
THE  BASE  R.:TS  CF  PAY  EXCLUDING  IJJY  OVERTIME  OR  PREMIUM  PBYTES 
WHATSOE^^ER,  ;AJD  PROVIDED  THilT  SUCH  PAY>-1EN'TS  SH/AI.  BE  LINHTED 
TO  ..  I-AXIMUM  OF  SIX  (6)  JONTHS  SICK  LEaVE. 

P:.YM3ECT  FOR  UNUSED  SICK  LEL.VE  ,.S  HIRSIN  PROVIDED  SH;H:L  BE 
FURTHER  SUBJECT  TO  THE  FOLLOWING: 

a)  AN  EMPLOYEE  MUST  HAVE  H.'JD  TEN  (lO)  YE/RS  OF  CITY  uND 
COmiTY  SERVICE  IMI-iEDIATELY  PRIOR  TO  RETIREMENT  OR  DE.'.TH  IN 
ORDER  TO  QUAJJFY  FOR  THE  PIA^MENT. 

b)  P;.Y'^yT  SH.iL  BE  MJJ)E  FOR  UNUSED  SICK  LEA\^  AT  THE  TIME 
OF  RETIREMENT  OR  DE.-TH,  IRTER  THE  FIRST  OF  JULY  OR  THE  FIRST 
OF  J.'JJU.JIY,  TO  EMPLOYEES  WHOSE  RETIREMENT  OR  DK.TH  OCCURRED 
\JITHIN  THE  SIX  (6)  MONTH  PERIOD  IlMEDIATELY  PRECEDING  THOSE 
DATES. 

c)  EIRLOYEES  VRiO  RETIRE  BECAUSE  OF  HAVING  RKXHED  THE 
MANDATORY  DATE,  SHIiL  PRESENT  A DOCTOR’S  CERTIFICATE  THAT 
THEY  WERE  PHYSICiiLY  C/iiiLE  OF  PERFORIiNG  THEIR  DUTIES 
DURING  THAT  PERIOD  OF  TIME  REPRSSEI'ITED  BY  UNUSED  ACCUIfJLATED 
SICK  LEi.VE  CREDITS.  IF  THE  EMPLOYEE  PtETIRES  PRIOR  TO  THE 
MANDATORY  D.ATE,  THEN  THE  .^POINTING  OFFICER  SHAJi  SIMIL.JILY 
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Kerch  30,  1971 


CERTIFY  TH.-T  THE  EMPLOYEE  KilD  BEEN  PHYSICI-LLY  GJJ^LBLE 
OF  PERFORICNG  HIS  DUTIES  DURING  THE  PERIOD  OF  TIME 
REPRESENTED  BY  UNUSED  SICK  LH.VE  CREDITS. 


THE  EN;XT!IENT  OF  THIS  SECTION  IS  NOT  II!TE1'IDED  TO  CONSTITUTE 
/DDITIONIX  COMPE^IS..TIOi:,  NOR  BE  A P/JIT  OF  THE  Ri'.TE  OF  PilY  OF 
THE  EI4PL0YEE,  BUT  IS  REIMBURSEt^lENT  FOR  ACCUMULilTED  SICK  LEAVE 
TO  THE  CREDIT  OF  THE  EIT^LOYEE  .U'lD  TO  1/HICH  HE  WOULD  HAVE  BEEN 
ENTITLED  3F  HE  IL'ID  NOT  PiSTIRED  OR  DIED.  ' 


CIVIL  SERVICE  COMMISSION 
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CIVIL  SERVICE  COMUSSION  OF  S:J\  FPL-NCISCO 
151  City  HcJJ. 


May  20,  1971 


TO:  /ill  Appointing  Officers 

Department  Heads 
Departmental  Personnel  Officers 

Employees  and  Employee  Organization  Representatives 


The  Civil  Service  Commission  at  its  regular  meeting  held 
April  19,  1971  had  for  consideration  a staff  report  pertaining  to  a 
proposed  ojnendmcnt  of  Rule  32  - Sick  Leave  With  Pay,  The  suggested 
rule  amendment  concerned  cash  payment  to  employees  for  unused  sick  leave 
credits  at  the  time  of  retirement  or  death.  The  rule  amendment  pro- 
posed by  the  staff  was  not  adopted  by  the  Commission, 

Presented  as  alternatives  for  consideration  of  the  Commission 
wore  two  other  plans,  one  by  the  President  of  the  Civil  Service 
Commission,  John  L,  Molinari,  and  one  by  the  Civil  Service  Association 
of  San  Francisco,  After  discussion  it  was  the  order  of  the  Commission 
that  both  plans  bo  prepared  in  the  format  of  rule  amendments  and  posted 
one  week.  Both  proposals  will  be  calendared  for  consideration  and 
adoption  of  one  of  the  rule  anendments  at  the  regular  meeting  of  the 
Commission  to  be  hold  April  26,  1971. 

* ijnendments  of  the  Sick  Leave  Rule  are  subject  to  approval  by 

the  Board  of  Supervisors. 

Attached  are  copies  of  both  proposed  rule  amendments. 


CIVIL  SERVICE  COMMISSION 


Harry  /SLbert 

Assistant  General  Manager, 
Personnel 


Attachment 
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April  20,  1971 

PROPOSED  AIi2]:DlIEI'JT  OF  RULE  32  - SICK  LEAVE 
PRESEIITED  BY  CIVIL  SERVICE  COIMSSION 
PRESIDEJIT,  JOHN  L.  MOLIIIAPJ 


RULE  32  - SICK  LEARIE  I'/ITH  PAY. 

Section  8.  Retirement  Automatically  Terminates  Leave  of 
Absence. 

EXCEPT  AS  OTHERV/ISE  PROVIDED  IN  THIS  RULE,  whenever  a 
leave  of  absence  has  been  granted  under  this  rule  to  any 
officer  or  employee,  and  such  officer  or  employee  during 
such  leave  is  retired,  his  leave  of  absence  shall  auto- 
matically terminate  on  the  date  of  his  retirement. 


New  Section  8.1.  DISPOSITION  OF  SICK  LEAVE  BALANCE  REMAINING  AT 

TIME  OF  PJETIREJ-IENT  OR  DEi.TH  OR  SEPARi.TION  CAUSED 
BY  II^USTRIii  ACCIDENT. 


SICK  LEAVE  REliAIONG  TO  THE  CREDIT  OF  AN  EMPLOYEE  UPON  THE 
EFFECTIVE  DATE  OF  HIS  PlETIREMEI'JT  FOR  SERVICE  OR  DIS/;3ILITY, 

OR  UPON  THE  DATE  OF  HIS  DKJTH  OR  UPON  THE  Dj.TE  OF  SSPARilTION 
CAUSED  BY  INDUSIRI.X  ACCIDENT,  SH.iL  BE  DISPOSED  OF  AS 
FOLLOWS; 

UPON  Rt^TIREIiENT  OR  SEP.'ILxTION  ON  ACCOUNT  OF  INDUSTRIii 
ACCIDFiTT  - 

THE  EMPLOYEE  SHiiL  BE  P.iD  IN  ACCOPiJiCS  WITH  THE  SCHEDULE 
OF  SEPJ7JCE  REQUIREMEI'ITS  iiD  /iLOVAlTCES  IiilCATED  BELOW  FOR 
THE  UNUSED  Pi-JUIOD  OF  .XCUl-OTA-TED  SICK  LK'.TE  .IT  TEE  BASE  RiTE 

OF  PAY  e;xludi:jg  overti>ie  or  preileihi  HuEs  wh:tsoever, 

.-ND  PROVIDED  THii  SUCH  PAYI-ENTS  SH/iL  BE  LIIiTED  TO  M/jaMUM 
OF  SIX  (6)  MONTHS  SICK  LEAVE. 


UPON  r£.:TH  - THE  ESTATE  OF  SUCK  EIHLOYSE  SliliL  BE  P:JD  IN 
ACCORDiiCE  l/ITH  THE  SCPIEDULE  OF  SEliVICE  PiQUIREMEETS  /iD 
liLOlAUrcSS  INDICATED  BELOW  FOR  THE  Ui^LXED  PEPJOD  OF  ACCm4U- 
L/.TED  SICK  LKIVE  AT  THE  BASS  R.'J^S  OF  PaY  EOiUDING  /ilY 
OVERTIME  OR  PREMIUl^  iiTES  VffiATSOIT.^i,  i€)  PROVIDED  THAT  SUCH 
PAYMIHTS  SHIiL  EE  LIliTED  TO  a MAXEMUM  OF  SIX  (6)  MOIDTHS  OF 
SICK  LEAVE. 


SCHEDULE  OF  SEPU/ICE  REQUIREMENTS  AND  /iLOW.ilCES  FOR 
PAYI-EI^  FOR  UNUSED  ACCU^HL.-TED  SICK  LExPVE  AT  THE 
TIME  OF  RETIREMENT.  SEP/JL'.TION  ON  iXCOU^IT  OF  II^JPUSTRI/i 

ACCIDEOT  OR  DEilTH  - 


iJ40UNT  OF 
CI.SK  PArivENT 


a)  15  OR  MORE  YEiJlS  OF  SERVICE  lOOj^ 

b)  MORE  TH/JJ  5 YKiS  BUT  LESS 

THM  15  YEXiS  OF  SERVICE  50^ 

c)  UP  TO  lU  INCLUDING  5 YEiRS  OF 

SERVICE  33-1/3^ 
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April  20,  1971 


?Lrh:mT  FOA  Ul^IUSSD  SICK  LE:1/'E  as  HEAEIN  PiiOVIDSD  SH.*LL  BE 
FUATESR  SUBJECT  TO  THE  FOLLa/ING; 

a)  TEE  CIVIL  SERVICE  COM-IISSION  SH.-LL  iADMNISTER  THE 
PROVISIONS  OF  THIS  SECTION. 

b)  COMPENSATION  FOR  UNUSED  SICK  LE.:VE  CREDITS  AS  HEREIN 
PROVIDED  SPLILL  BE  PAY/^LE  AT  THE  Tll'ffl  OF  RETIRSMEOT, 
SEPiAa^TION,  OR  DE;.TH,  OR  ..T  A LATER  D.'JTE  IfflEN  30 
EIECTED  BY  THE  EMPLOYEE,  BUT  WITHIN  OWE  YE.AI  OF  SUCH 
RETIF(Eli;iIT,  SEP.A ACTION  OR  DE.':TH, 

c)  CQI^ENS..TION  FOR  UNUSED  SICK  LE.;VE  CREDITS  IS  TO  BE 
BASED  ON  THE  r...TE  OF  p;*Y  OF  THE  RECULFJi  PERMANENT 

cl:.ssific;*tion  of  the  employes  at  the  date  of 

RETIREI4ENT,  SEP.AJxTION  OR  DEF.TH. 


THE  ENiXTMEOT  OF  THIS  SECTION  IS  NOT  INTEr©ED  TO 
CONSTITUTE  /XEITIOilIL  COMPEIXATION,  NOR  BE  A PFJIT 
OF  THE  IA.TE  OF  PAY  OF  THE  EMPLOYEE,  BUT  IS  RXIIvIBURS.EMENT 
FOR  ACCUi'XL.*TED  SICK  I,E;*VE  TO  THE  CREDIT  OF  THE  EMPLOYEE 
ANO  TO  VUIICH  HE  WOULD  HAVE  BEEN  EI'ITITLED  IF  HE  HAD  NOT 

ixTiroiD,  sep;a..:ted  or  died. 
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PliOPOSED  of  rule  32  - sick  LEi.VE 

PRESENTED  BY  THE  CIVIL  SKcVICE  RSSOCI..TIOK  OF  S.R^  FTuJJCISCO 


ITILE  32  - SICK  LEAVE  UITH  P/AR 

Section  8.  Retirement  Automatically  Terminates  Leave  of 
Absence, 

EXCEPT  AS  OTHERVJISE  PROVIDED  IN  THIS  RULE,  whenever  a 
leave  of  absence  has  been  granted  under  this  rule  to  any 
officer  or  employee,  and  such  officer  or  employee  during 
such  leave  ia  retired,  his  leave  of  absence  shall  auto- 
matically terminate  on  the  date  of  his  retirement. 


New 

Section  8,1  DISPOSITION  OF  SICK  LEAVE  BiRiJ.NCE  im'JNING  /A 

TIfffi  OF  ilETIREMENT  OR  DEATH  OR  SEPiAA.TION  CAUSED 
BY  INDUSTRI.X  ACCIDENT. 

SICK  LEAVE  PJSIfJRING  TO  THE  CREDIT  OF  :AJ  EMPLOYEE  UPON  THE 
EFFECTIVE  DATE  OF  HIS  RETIRE ^E^■]T  FOR  SERVICE  OR  DISABILITY, 
OR  U1V?N  THE  D.JE  OF  HIS  BK.TK  OR  UPON  THE  DATE  OF  SEP/AA^TION 
CAUSED  BY  IItt;USTRi:J.  ACCIDENT,  SH.RL  BE  DISPOSED  OF  AS 
FOLLOWS: 

UPON  l^irJ!14EI-jT  OR  SEPRAAION  ON  ACCOUNT  OF  IJ^IDUSTRI/xL 

ACCIDSCT  - 

THE  EIPLCYEE  SHiXL  BE  p;JD  IN  ACCORD..NCE  UITH  THE  SCHEDULE 
OF  SKP/TCE  rcEQUIPuEMENTS  AND  idLLOlA-NCES  I^IDICATED  BELOW  FOR 
TI-:E  UiPJ.CED  PERIOD  OF  ACCUMUL..TED  SICK  LE;.VE  RT  THE  BASE  RATE 
OF  P.Pi  EXCLuDIiG  IJJY  OVK.TINE  OR  PREMUM  TATES  HATi' SOEVER, 
/RID  PROVIDED  THAT  SUCH  PAYI’ENTS  SH.TLL  BE  LIMITED  TO  A 
MlJCIMUM  of  six  (6)  MONTHS  SICK  LET.VE. 

UPON  PERTH  - THE  ESTATE  OF  SUCH  El'lFLOYEE  STI/XL  BE  PTJD  IN 
ACCORDANCE  UITH  THE  SCHEDULE  OF  SERVICE  PlEQUIREMENTS  /AID 
/ALO’.AJ^CES  II\IDICMED  BELOW  FOR  THE  UNUSED  PEPJOD  OF  ACCUMU- 
LATED SICK  LE.:VE  AT  THE  BASE  RRTE  OF  PAY  EXCLUDING  ANY  OVER- 
TIME OR  PPiEMIUM  TATES  UKATSOF.rER,  AIR  PROVIDED  THAT  SHCH 
P/ZMENTS  SHTJ.L  BE  LIMITED  TO  A MJCIMUM  OF  SIX  16;  MONT'HS 
OF  SICK  LEAVE.  ^ 

SCHEDULE  OF  SEI.VICE  REQUIREMENTS  /AID  .TLLOWRNCES  FOR 

p:.y>ieit  for  unused  accumulated  sick  leave  m the 

TINE  OF  PETIREMEHT.  SEPiRR.'TION  ON  ACCOUNT  OF  INDUSTRI.RL 

ACCIDENT  OR  DEITH  - 


SERVICE  lECUIPEMENT 


.A40UNT  OF 
CT.SII  PAYMENT 


a)  10  OR  MOPE  YKJE  OF  SERVICE 

b)  LESS  THi'JI  10  YE/AtS  OF  SERVICE 


100% 

50% 


'3h 


.iOS  ^^*4 


aw  mm  r;s£  mmi  m <mmm:^ 

[■oxv.:»  aivia-  SS2^  ts  as'iKSstSH 


'5Q  >ton‘ J'b'^iOssS--  'so. 

SvJiai'JiOJBi  *«.  S£  axici 
S .rsoXd'OiGiS 


•^.v 


.r.  til  :^a«?sm''«A-T'isGxa 

to  --'6^V30X 

iipifa  ^ 


_ npj'ir^y^M  i*a  -^oi^^ooe 

•%T!{^X5aa  *L4i?®tWX  ftu 


;#’'*'i^M  a^T.n^js/  i?:3i.pooxi  ^ar4'^  ^j:m 
te.w+c;  c:Cv  ^c>Tr  .7..  c^ 

^j[B  vJfrawS%  ^ ,r 

4s^i.JijCi:T'-svD  T-U  l>'-.;jMO;tk:  ' .'  ‘to 
■ " 1 «"i!i  s?iJ£?  ©... 

^iB  m ^ '"  .r3Uf 


*;t)  cctst^r  a^cr  - ur^r. 

' Wiki-x^  3if-  TO' 


'W  ' 

0f«dvr^ 
' 'W'fe 


tJtvOTr^i  'ez^-’A-unj^u 


.tv:^a  xjiev^ 


Sui‘ 


3»Ji«ciw  ,»:o 


,ge  two 


Lpril  20,  1971 


li.IMEMT  FOR  UNUSED  SICK  LKirE  HKcSIN  rROmED  SH:iL  BE 

FUliTKER  SUBJECT  TO  THE  FOLLOWING”. 

a)  THE  CIVIL  SET.VICE  COMIHSSION  SIL'iL  i'E^MMISTER  THE  PRO- 
VISIOMS  OF  THIS  SECTION, 

b)  CO}Ii-ENS;.TIOK  FOR  UNUSED  SICK  LE..VE  CISDITS  .:S  HEREIN 
PROVIDED  SPLILL  BE  IR-Yi'JBLE  AT  THE  TIr4E  OF  r^TIREIEJH’, 
SKRUu:TI0N,  or  LK-TH,  or  ..T  LilCEii  Di_TE  WHEN  SO  ELECTED 
BY  THE  EMPLOYES,  BUT  ^.HTHIN  ONE  YIUJl  OF  SUCH  PuSTIPEimT, 
SEIDAD.TION  OR  DK'.TH. 

c)  COM-ENS..TION  FOR  UNUSED  SICK  LE.:VE  CREDITS  IS  TO  BE  BASED 
ON  THE  lu^TE  OF  P^I  OF  TI-IE  REGULiul  FSRIAIMENT  CU.SSIFI CATION 
OF  THE  EI-iTLOYEE  ;a:  THE  DATE  OF  PcETIPJ^-ffillT , SEiWAlATION  OR 
DK.TH,  PROVIDED  TH..T  A PETiPLUNEHT  LIMITS:.  TENURE  EMPLOYEE 
miO  lh\S  TEIGUL/D.  PEIFL'JJEI'IT  SlD'.TUS  IN  .RIOTHER  CLASS  MUST 
H.R!E  HELD  SDCH  LIMETE-.  TENURE  i.i  POINTMEINT  FCR  SIX  (6) 
Moi'iTHs  OR  Mere. 


T3:E  enactment  of  this  SECTION  IS  NOT  II'iTSICED  TO  CONSTITUTE 
/r:itjoi]:x  comens.-Tign,  :jor  be  - r;j:T  of  the  ?eTE  of  pay 
or-  THE  ei^uoyee,  but  is  reinbui:sement  for  accjitulated  sick 
le:.ve  to  the  creDiT  of  tie  emi'LOYee  ;jj::  to  vriich  he  would 
HAVE  been  entitle:,  if  he  H.R  NOT  RETirED,  SEIVTeTED  OR 
DIED. 


SM  FRAirciSCO  CIVIL  SERVICE  COMKLSSION 


151  City  Hall 


August  9,  1971 


TO; 


All  Department  Heads 


: - . ■ , 1971 


Appointing  Officers 
Departmental  Personnel  Officers 

Employees  and  Employee  Organization  Representatives 
Various  Community  Organizations 


SUBJECT:  MEMORANDUM  TO  ALL  RECIPIENTS  OF  DRAFT  OF  REVISION  OF  CIVIL  SERVICE 
COMMISSION  RULES  DATED  JULY  19,  1971. 


Following  are  a number  of  editing  changes  in  the  proposed  draft  of 


the  revision  of  the  Civil  Service  Commission  Rules  presented  to  the  Civil 
Service  Commission  for  its  consideration  by  the  Rules  Revision  Committee  on 
July  19,  1971.  These  changes  will  be  included  in  the  final  draft  when 
approved  by  the  Commission. 


(As  a reminder,  the  distribution  of  the  proposed  draft 
was  accompanied  by  a memorandum  from  John  L.  Molinari, 
President  of  the  Commission,  announcing  a Special 
Meeting  of  the  Commission  on  Wednesday,  September  15, 
1971  at  7:30  P.M.,  in  Room  282,  City  Hall,  for  the 
purpose  of  hearing  the  comments  of  all  interested 
parties  on  the  proposed  new  Rules,  All  persons 
interested  in  ng  a presentation  must  submit  to  the 
Commission  in  triplicate  by  Friday,  August  27,  1971, 
their  written  comments  concerning  the  proposed  new 
Rules.) 


I.  The  following  editing  changes  and  corrections  apply  throughout 
the  Rules  wherever  applicable . 

a)  When  specifically  referred  to  as  the  subject,  the  following 
words  will  be  capitalized: 


Rules 

Classified  Service 

Regular  Meeting  (of  the  Civil  Service  Commission) 

Special  Meeting  (of  the  Civil  Service  Commission) 

Civil  Service  Department 

Commissioners 

Charter 

Section  ("This  Section  of  the  Rules") 


b)  Reference  to  "Charter  Section 


" change  to  "Section 


of  the  Charter", 


c)  Reference  to  "San  Francisco  City  and  County  Civil  Service 


Commission"  change  to  "Civil  Service  Commission  of  the  City  and  County  of  San 
Francisco", 
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d)  Reference  to  "San  Francisco  City  and  County"  change  to 
"City  County  of  San  Francisco". 

e)  Section  numbers  when  indicated  in  the  Rules,  as  for  exanple, 
Section  10.1,  change  to  "Section  10.01". 

f)  Cross  reference  to  other  rule  numbers  indicated,  for  exaiigDle, 

as  . subject  to  appeal  to  the  Commission  as  provided  in  Rule  5.07", 

change  to  "Rule  5,  Section  5.07". 

g)  Reference  to  "the  Minutes  of  the  Commission  meetings", 
"minutes"  not  capitalized. 

h)  Reference  to  numbers  spelled  out  - add  number  in  figures. 

For  example,  "fourth  working  day",  change  to  "fourth  (4)  working  day". 


rule 

and 

II.  The  following  are 
section. 

editing  corrections  and  changes  by  specific 

Page 

Rule  Section 

3 

2 

2.03 

Reference  to  "main  office  of  the  Commission 
change  to  "Civil  Service  Department". 

6 

3 

3.04  (e) 

Reference  to  "department"  change  to 
"Civil  Service  Department". 

7 

3 

3.04  (f) 

Reference  to  "Commission"  change  to 
"Civil  Service  Department". 

9 

4 

4.03 

Reference  to  "posted  at  the  office  of  the 
Commission",  change  to  "posted  on  the 
Bulletin  Board  of  the  Commission". 

10 

4 

4.07  (3) 

Reference  to  "city  employees",  change  to 
"City  and  County  employees". 

11 

5 

5.01  (2nd  Para.) 

Reference  to  "require  immediate  attention 
of  the  Commission",  change  to  "require  the 
immediate  attention  of  the  Commission", 

12 

5 

5.06 

Add  to  the  first  sentence  the  word "A"  to 
read  - "A  request  for  reconsideration  . . . 

13 

5 

5.06  (5th  Para.) 

Delete  word  "Commission"  from  sentence  - 
"Denial  of  a reconsideration  request  will 
be  noted  for  information  purposes  on  the 
calendar  of  the  next  Regular  Meeting", 

- 2 - 
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Page 

Rule 

Section 

15 

6 

6,01  (1st  Para,- 

2nd  Sentence) 

Change  "A  notice  of  termination  on  a Civil 
Service  Department  form  . , . ” to  *'A 
notice  of  termination  on  the  proper  Civil 
Service  Department  form  ..." 

22 

7 

7.06 

Change  "...  be  posted  in  the  business 
office  of  the  Civil  Service  Department”,  to 
”...  be  posted  on  the  Bulletin  Board  of 
the  Commission  ...” 

23 

8 

8.01 

Change  "Experience  gained  in  violation  of 
the  Commission  rule  , . , to  "Experience 
gained  in  violation  of  a Commission 
rule  ..." 

23 

8 

8.01 

Change  reference  to  "Rule  21",  to  "Rule  26, 
Section  26,01  (h) ". 

23 

8 

8.03 

Change  "...  will  be  posted  on  the  Bulletin 
Board  of  the  Civil  Service  Commission  for 
a minimum  period  ...  as  required  by 
Charter",  to  ",  . . posted  on  the  Bulletin 
Board  of  the  Commission  for  a minimum 
period  ...  as  required  by  the  Charter", 

24 

8 

8,05  (1st  Sentence) 

Change  "Civil  Service  Department"  to 
"Commission". 

24 

8 

8,05  (2nd  Sentence) 

Change  "Director  of  Recruitment  and 
Examinations",  to  "General  Manager,  Personnel 

24 

8 

8.06 

Change  "Director  of  Recruitment  and 

Exami nations",  to  "General  Manager,  Personnel 

Change  last  part  of  sentence  from  ".  . , on 
the  official  Bulletin  Board",  to  ",  , . on 
the  Bulletin  Board  of  the  Commission", 

29 

9 

9.16  (3rd  Para,- 

last  sentence) 

Change  "...  ruling  of  the  General 

Manager,  Personnel",  to  ",  , , ruling  by 
the  General  Manager,  Personnel", 

30 

9 

9.17  (3rd  Para.) 

Change  reference  to  "Rule  13"  to  "Rule  14, 
Section  14,04"* 

33 

12 

12.04  (a) 

Change  reference  to  ••Rule  13*3",  to  Rule  14, 

Section  14*03  and  Section  14*04'’e 
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Rule  Section 


Page  


34  12  12.04  (b) 


Change  reference  to  •'Rule  22”,  to  ”Rule  22, 

Section  (Section  number  will  be 

filled  in  when  revision  of  Rule  22 
finalized.) 


39 

U 

14.04 

a 

15 

15.01 

42 

15 

15.04 

43 

16 

16.02 

44 

17 

17.01  (b) 

55 

20 

20.05  (e) 

57 

24 

24.02  (b) 

57 

24 

24.04 

60 

25 

25.01 

60 

25 

25.02  (1st  Para, 

2nd  Sentence) 


Change  reference  to  "Rule  15",  to  "Rule  15, 
Section  15.01". 

Delete  "certification  office"  at  end  of 
first  sentence. 

Change  reference  to  "Rule  14"?  to 
"Rule  13,  Section  13.03". 

Change  from  "in  accordance  with  Rule  16,1, 
prior  to  the  expiration  of  the  six  (6) 
months  probationary  period  . . , ",  to  "Prior 
to  the  expiration  of  the  probationary 
period  . , , " 

Change  ".  • .at  the  following  Regular 
Meeting",  to  ",  , , at  the  next  Regular 
Meeting  ", 

Change  ",  , . such  lay-off  shall  be  in 
accordance  with  the  provisions  of  Rule  32",  to 
",  , , shall  be  in  accordance  with  the 
applicable  provisions  of  Rule  32". 

Change  " U.S,  Government",  to  "United 
States  Government". 

"Conscription  Act"  - not  capitalized. 

Change  "Absence  from  duty  without  proper 
authorization  for  a period  of  five  working 
days  or  less  , , .",  to  "Absence  from  duty 
without  proper  authorization  for  any 
period  of  time  up  to  and  including  five 
(5)  working  days  ..." 

Change  "Such  resignation  shall  be  subject 
to  reconsideration  , . ,",  to  "Such  resig- 
nation shall  be  subject  to  recousideration 
by  the  Commission". 


60  25  25.02  (2nd  Para.)  Add  to  ",  , , subject  to  reconsideration", 

to  "Subject  to  reconsideration  by  the 
Commission", 
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Page  Rule  Section 
62  26  26,01  (h) 


62  & 63  27  27.01 


69  33  33.01 


Add  the  following  to  this  paragraph  - 
•'It  is  the  responsibility  of  the  appointing 
officer  and  of  the  enployee  involved  to 
ascertain  that  tenporary  assignments  are 
so  reported  and  recorded.  Temporary 
assignments  not  properly  reported  and 
recorded  will  not  be  approved  by  the 
Commission. 

Change  two  references  to  ",  , , the 
Commission  or  the  General  Manager, 
Personnel",  to  ",  . . the  Gener-.l 
Manager,  Personnel", 

Change  first  sentence  ".  . . on  the  Civil 
Service  Department  form",  to  ",  , , on 
the  prescribed  form". 


CIVIL  SER'':iCE  COMMISSION 


Harry  Albert 

Assistant  General  Manager,  Personnel 
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AuG  i 7 1971 


CIVIL  SERVICE  COMLCSSION  OF  SAN  FRANCISCO 
151  City  Hall  j 


August  17,  1971 


To; 


All  Department  Heads 


Appointing  Officers 
Departmental  Personnel  Officers 

Enployees  and  Employee  Organization  Representatives 


The  Civil  Service  Commission  at  its  regular  meeting  held  Monday, 


August  16,  1971  ordered  that  the  following  proposed  amendment  of  Rule  21  - 
'¥aiver  of  Certification",  by  the  addition  of  a new  Section  No.  5y  be 
posted  for  one  week  to  be  considered  for  adoption  at  the  next  regular 
meeting  Monday,  ijjgust  23,  1971. 


SECTION  5.  AUTOKATIC  WAIVER  WHINNOT  QUALIFIED  FOR  APPOINT- 
I4ENT  TO  POSITIONS  FUNDED  UNDER  THE  EMERGENCY  EMPLOYMENT 
ACT  OF  1971. 

ELIGIBLSS  ON  EXISTING  LISTS  THAT  DO  NOT  MEET  THE  REQUIRE- 
MENTS ESTABLISHED  BY  THE  UNITED  STATES  GOVERNMENT  FOR 
APPOI?ZL>ENT  TO  POSITIONS  FUNDED  UNDER  THE  EMERGENCY 
EMPLOYT^ENT  ACT  OF  1971,  SHALL  BE  DEEMED  TO  BE  AUTOMATIC/iLLY 
UNDER  WVJVER  FOR  APPOINTMENT  TO  SUCH  POSITIONS.  SUCH 
AUTOMiIIC  WiSTVER  SF.IJJL  NOT  OTHERWISE  /^FECT  THE  ELIGIBILITY 
ST/JTUS  OF  THE  ELIGIBLE.  /iN  ELIGIBLE  iiPPOIITTED  TO  SUCH 
FEDER.'JlLY  FUNDED  POSITION  SH/Ji  NOT  BE  ASSIGNED  TO  A 
REGULi'J?LY  BUDGETED  POSITION  FOR  A PERIOD  OF  AT  LKiST  TWO 
YEi'HS  UNLESS  HIS  ST.JffilNG  ON  THE  ELIGIBLE  LIST  WOULD 
QUIilFY  HIM  FOR  APPOINTMENT  TO  A REGUL/iRLY  BUDGETED  POSITION. 

The  Civil  Service  Commission  further  ordered  that  the  advice  of 


the  City  Attorney  be  requested  as  to  whether  the  Commission  has  authority 
to  adopt  the  proposed  rule  amendment. 


The  report  recommending  adoption  of  this  rule  stated  in  part; 

"The  Emergency  Enployment  Act  of  1971  will  make  available 
to  the  City  and  County  of  San  Francisco  federal  monies 
for  fiuiding  a numbor  of  additional  positions,  mary  of 
which  will  be  in  established  classifications.  The  United 
States  Government,  in  connection  vrith  the  granting  of  the 
financial  assistance,  has  established  a number  of  require- 
ments in  the  filling  of  positions  so  funded;  for  example, 
preference  must  bo  given  to  Vietnam  veterans,  to  the  un- 
eiiployed,  and  to  poverty  areas.  In  order  that  the  federal 
guide  lines  may  be  adhered  to,  it  becomes  necessary  to 
immediately  amend  the  Civil  Service  rule  to  place  an 
automatic  waiver  against  eligibles  on  established  lists 
who  may  bo  reached  for  appointment  to  positions  created 
under  the  Emergency  Enployment  Act,  but  who  do  not  meet 
the  federal  requirements  for  appointment." 


CIVIL  SERVICE  COMMISSION 
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Assistant  General  Manager, 
Personnel 
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CIVIL  SERVICE  COMMISSION  OF  SAN  FRAICISCO 


SAN  rnANc^^w 


// 


151  City  Hall  / 


Au.g’ast  31,  1971 


TO: 


All  Department  Heads 


Appointing  Offir^ers 
Departmental  Pe"'.v;nnel  Officers 

Employees  and  Ercpxoyee  Organization  Representatives 


At  the  regu-lar  meeting  of  the  Civil  Service  Commission  held 
August  30,  1971,  the  Commission  ordered  the  attached  proposed  rule 
amendments  pcs'ced  for  one  week,  to  be  considered  for  adoption  at  the 
Special  Meeting  of  the  Commission  to  be  held  Wednesday,  September  8, 
1971.  The  report  recommending  the  rule  amendments  stated  in  part  as 
follows : 


"At  the  regular  meeting  of  the  Civil  Service 
Commission  held  August  23,  1971,  the  Commission 
adopted  a new  Section  5 of  Rule  21  - "Waiver  of 
Certification",  The  purpose  of  the  amendment 
was  to  make  it  possible  to  offer  appointment  to 
eligibles  who  meet  the  requirements  of  the 
United  States  Government  for  appointment  to 
positions  funded  under  the  Emergency  Employment 
Act  of  1971.  The  Commission  approved  the  new 
rule  with  the  understanding  that  further  rule 
amendments  would  be  presented  to  safeguard  the 
rights  of  eligibles  v;ho  are  placed  under  automatic 
waiver  for  appointment  because  of  not  meeting  the 
federal  requirements  for  appointment  to  these 
specially  funded  positions." 


CIVIL  SERVICE  COI^aSSION 


Assistant  General  Ma.nagor, 
Personnel 
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Au^st  31,  1971 


RULE  4-  EXAMINATIONS. 

NEl'/  SECTION  11.2  - PROMOTION  EXAIUNATION  RSQUIREMKNTS  FOR 
B^^LOYEE  APPOINTED  TO  POS.TTGN  FUNDED  U~NDER  THE  BZERGENCY 
'EI'IPLOYT^Ei'IT  ACT  OF  1971. 

AN  EMPLOYEE  APPOINTED  FROM  A REGULAR  ELIGIBLE  LIST  TO  A POSITION 
FUNDED  UNDER  THE  EI-IERGENGY  Ei'TLOYl'lENT  ACT  OF  1971,  AND  VfflO  IS 
OTHERl’JISE  QUALIFIED  TO  P'iP.TICIPATE  IN  A PROMOTION/i  EXAMINATION, 
w:i  P/JRTICIPATE  IN  SUCH  PROMOTION/i  EXAMINATION  ONLY  IF  HE  IS  NETT 
IN  LINE  FOR  /JPOINTMSNT  TO  A REGULi'JlLY  BUDGETED  POSITION  AT  THE 
TIME  SUCH  PRCMOTIOIEL  EX^'IINATION  IS  OPEN  FOR  THE  PuECEIPT  OF 
APPLIC.-TIOIIS,  OR  THE  LIST  FROM  17HICH  HE  WAS  /APPOINTED  HAS  EXPIRED. 


NEt/  SECTION  12.1a.  - R..'.TIKG  OF  SERVICE  IN  PROMOTION/E  EXAMINATION 
FOR  EMPLOYEE  i^x'^OIETED  TO  POSITION  FUNDED  UNDER  THE  EMERGENCY 
E£LOB : -I-JT  ACT  CF  1971 . 

iJJ  EMPLOYES  iUPPOINTED  FROM  A REGUL^Jl  ELIGIBLE  LIST  TO  A POSITION 
FUNDED  UNDER  THE  EMERGENCY  EMPLO'BDSNT  ACT  OF  1971,  AI'JD  I’JHO  IN 
ACGORD..NCE  V/ITH  THE  PROVISIONS  OP  SECTION  11.2  OF  THIS  RULE 
QTiALIFISS  FOR  ..ND  PiJlTICIP.-TES  IN  A PROMOTIONiX  EXUmNATION,  SH.aL 
BE  CREDITED  U'lTH  SERVICE  ONLY  FROM  THE  DATE  HIS  ST/JtDING  ON  THE 
E'A’GIBLE  LIST  V/OULD  HAVE  QU.XIFIED  HIM  FOR  .'J^POIOTMENT  TO  A 
RSCUL/JILY  BUDGETED  POSITION,  OR  IF  NOT  SO  RE/^CHED,  TEEN  FROM  THE 
DATE  OF  EXPIR.TION  OF  THE  ELIGIBLE  LIST. 


RULE  26  - REDUCTION  IN  FORCE. 

NEW  SECTION  8.  Li.YOFF  OF  EMPLOYEE  /J^POINTED  TO  A POSITION  FUNDED 
UNDER  THE  EMERGENCY  EMPLOIU-IENT  ACT  OF  1971. 


WliEN  FUNDS  TO  CPlK^TE  POSITIONS  UNDER  THE  S.E.A.  OF  1971  /JIE  DIS- 
CONTINUED, EMPLOYEES  /^POINTED  FROM  P^ULi'Jl  LISTS  TO  SUCH  SPECIi'JLLY 
FUNDED  POSITIONS  SH.'DL  BE  L/JD  OFF  IN  ORDER  OF  SENIORITY  OF  /APPOINT- 
MENT TO  SUCH  POSITIONS  IN  THEIR  DEP.JlTMEFi'j  PROVIDEL;  THAT  IF  AT  THE 
TIME  OF  LAYOFF  SUCH  EI^IPLOYEE  WOULD  EINF  BEEN  REi.CHEL  FOR  iJPPOIOTMENT 
TO  A REGUL.D  BUDGETED  POSITION,  THEN  SENIORITY  FOR  LAYOFF  IN  RELi/TION 
TO  111.  EMPLOYEES  IN  THE  DEP/xRTMENT  IN  ffiE  /J’_ECTED  CLiASS  SH/ALL  BE 
C/DCUL..TED  FROM  THE  DA.TE  THE  EMPLOYEE  COULD  HAVE  RECEIVED  /DPOINTMENT 
TO  A REGUL/JILY  BUDGETED  POSITION. 

THE  HOLDOVER  RIGHTS  OF  EMPLOYEES  LiBD  OFF  IN  POSITIONS  FUNDED  UNDER 
THE  E.E.A.  OF  1971  SHi'JAL  BE  OIDY  TO  THESE  SPECI/iLY  FUNDED  POSITIONS, 
UNLESS  THEIR  ELIGIBILITY  ST/JDING  WOULD  QU/ALIFY  THEM  FOR  APPOINTMENT 
TO  A REGULiJl  BUDGETED  POSITION,  OR  UNLESS  THE  LIST  FROM  WHICH  THEY 
V/ERE  APPOINTED  }LLS  EvTIRED. 
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CIVIL  SERVICE  COMMISSIOH  OF  SAN  FRANCISCO 


151  City  Hall 


'/ 


September  2,  1971 


TO: 


OQQUmHJS 


CC13  3 


All  Department  Hoads 
/appointing  Offiocro 
Departmental  Personnel  Officers 

Employees  and  Employee  Organization  Representatives 


5AN  FRANCISCO 


At  the  Special  Meeting  of  the  Civil  Service  Commission  held 
September  1,  1971,  the  Commission  ordered  the  following  proposed  amend- 
ment to  Rule  32  - "Sick  Leave  With  Pay",  be  posted  one  week,  to  be 
considered  for  adoption  at  the  Special  Meeting  of  the  Commission  to  be 
held  Wednesday,  September  8,  1971. 


RULE  32  - SICK  LEAVE  WITH  PAY. 

mi  SECTION  4.1.  H'lPLOYEES  INJURED  BY  ASSAULT. 

ANY  OmCER  OR  F?4?L0YEE  ABSEl^T  BECAUSE  OF  INJURY 
SUST.'JNED  BY  RE/.SON  OF  iiNY  ASSAULT  PSRPETR/iTED  UPON 
HIM  BY  ;UJ0THER  PERSON,  SUCH  ASSAULT  OCCURRING  WHILE 
THE  E^ffLOYE:^  IS  ENGAGED.  IN  THE  PERFORM/JICE  OF  HIo 
DUTIES,  SFAJI.  BE  ENTITLED  TO  SICK  LE;*VE  WITH  PAY 
WITHCm-T  THE  J^E-SSITY  OF  OCCLTYING  A POSITION  FOR 
;JIY  r.KRI0E  OF  TIMu;],  /J!D  SUCH  SICK  LKA/E  SiL'JL  NOT 
BE  CKi.RGED  .XiJNST  SICK  LK'.VE  CREDITS  i.S  PI'-OlirijED 
IN  SECTION  3.1,  SUCH  SICK  LEL.VE  SI3ALL  NOT  EXCEED 
THE  SIX  (6)  MOOTHS  R/JCIMUM  AUTKOPJZEU  BY  CR’llTER, 
im  STUJJli  NOT  BE  SUPPLEMENTED  BY  OTHER  SICK  LEAVE 
CPuSD'LiS.  wSICK  LEAVE  GR^'NITED  IN  ACCOPD/iCE  WITH  THIS 
SECTION  SHiU.L  BE  USED  TO  SUPPLEI-IENT  DISABITUTY  LEilVE 
IN  ACSORDillO'E  WITH  THE  PROVISIONS  OF  SECTION  5.  SICK 
LUtVE  UNDKl  THIS  SECTION  SHIJuL  BE  SUBJECT  TO  A'^.-FROV/X 
BY  THE  CIVIL  SERVICE  COMM  SSI  ON,  MID  THE  COMMISSI  ON 
SHiJX  M/Jffi  SUCH  INVESTIGATION  AS  IT  MAY  DEEM  NEGESS/HY, 
INCLUDING  EXiiCENnTION  BY  PHYSICIANS  DESIGNATED  BY  THE 
COl^SSION,  TO  DETERMINE  TILOT  SICK  LEi.VE  IS  PROPERLY 
AUTHOMZED  UNDER  THIS  SECTION. 


CIVIL  SEimCE  COMSSION 

Harry  Oiloert 

/issistant  General  Manager, 
Personnel 
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December  2,  1976 


STAFF  REPORT 

TO 

: Civil  Service  Commission 

THROUGH 

: Bernard  Orsi 

General  Manager,  Personnel 

FROM 

: James  F.  Wurm 

Assistant  General  Manager,  Personnel 

SUBJECT 

: Proposed  Rule  Amendments  to  Rules  7, 

The  attached  proposed  amendments  to  the  Rules  are  submitted  to 
the  Commission  for  adoption  following  a two  week  posting  period  to  permit 
management,  employee  organizations  and  interested  parties  to  review  and 
comment i 


The  proposed  changes  (Rule  7)  clarifies  the  authority  of  the 
appointing  officer  in  assigning  duties;  CRules  8 and  9)  clarifies 
application  procedures,  examination  inspection,  protest  and  medical 
examination  procedures. 


Respectfully  submitted. 


7 


James  F.  Wurm 


THIS  DOCUMENT  SUPPORTS 
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Section  7.03.  CLASS  SPECIFICATION 


The  class  specification  shall  be  the  official  record  of  the  Position 
Classification  Plan.  The  specifications,  in  addition  to  defining  the  duties 
and  characteristics  of  the  class,  shall  give  examples  of  the  more  significant 
and  typical  duties  assigned  to  positions  in  the  class,  the  minimum  requirements 
for  applicants  for  positions  in  the  class,  and  any  other  special  requirements. 

The  class  specifications  shall  be  descriptive  of  the  class  and  shall 
not  be  considered  as  a restriction  on  the  assignment  of  duties  not  specifically 
listed.  They  are  intended  to  indicate  the  kind  of  positions  that  should  be 
allocated  to  the  several  classifications  and  shall  not  be  construed  as  describ- 
ing what  the  exact  duties  and  responsibilities  of  each  individual  position 
allocated  to  the  class  shall  be.  THE  APPOINTING  OFFICER  HAS  THE  AUTHORITY  TO 
ASSIGN  AN  EMPLOYEE  TO  PERFORM  WORK  CONSISTENT  WITH  THE  KIND  OF  DUTIES  AND  LEVEL 

OF  RESPONSIBILITY  OF  THE  EMPLOYEE’S  CLASSIFICATION  ALTHOUGH  THE  WORK  MAY  NOT  BE 

SPECIFICALLY  DESCRIBED  IN  THE  CLASS  SPECIFICATION. 

Section  7.04.  OFFICIAL  COPY 

The  General  Manager,  Personnel,  shall  maintain  an  accurate  and 
complete  copy  of  the  Position  Classification  Plan  to  be  designated  as  the 
"Official  Copy".  All  changes  in  allocation  or  reallocation  of  positions  to 
classes,  or  amendments  of  classifications,  shall  be  recorded  in  the  official 
minutes  of  the  Commission.  The  "Official  Copy"  of  the  Position  Classification 
Plan  shall  be  open  to  public  inspection. 

Section  7.05.  ADMINISTRATION  OF  THE  CLASSIFICATION  PLAN 

The  General  Manager,  Personnel,  shall  make  position  classification 
studies  of  individual  positions  or  groups  of  positions  whenever  he  THE 
GENERAL  MANAGER.  PERSONNEL,  deems  it  necessary,  whenever  the  duties  or  responsi- 
bilities have  undergone  significant  changes,  or  whenever  new  positions  are  to 
be  created. 

Upon  request  of  the  General  Manager,  Personnel,  the  appointing  officer 
shall  furnish  detailed  information  relative  to  the  duties,  responsibilities  or 
work  assignments  of  positions  under  his  HER/his  jurisdiction.  The  appointing 
authority  shall  notify  the  Personnel  Department  promptly  of  significant  changes 
in  duties,  responsibilities  or  work  assignments  of  positions  under  HER/his 
jurisdiction. 

Section  7.06.  AMENDMENTS  TO  CLASSIFICATIONS 

Amendments  to  the  Classification  Plan  or  changes  in  allocation  or 
reallocation  of  positions  to  classifications  may  be  made  at  any  meeting  of  the 
Commission.  All  requests  for  such  changes  shall  be  posted  on  the  Bulletin 
Board  of  the  Commission  for  a period  of  at  least  one  Cl)  week  before  such 
requests  shall  be  acted  upon  by  the  Commission. 

Section  7.07.  REVIEWS  AND  APPEALS 

Any  employee,  his  representative,  or  appointing  authority  affected  by 
any  classification  action  may  request  the  Commission  to  review  such  action. 

The  request  for  review  shall  be  in  accordance  with  request  for  reconsideration 
under  Rule  5,  Section  5.07. 
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Section  7.08.  EFFECT  OF  CLASSIFICATION  CHANGES  ON  INCUMBENT 


The  allocation  or  reallocation  of  a position  shall  not  adversely  affect 
the  rights  of  an  occupant  legally  holding  such  a position  under  permanent  appoint- 
ment. When  a position  is  to  be  reallocated  from  one  class  to  a higher  or  lower 
class,  or  from  one  series  to  another  series,  such  reallocation  shall  be  effected 
when  the  position  becomes  vacant  by  reassignment  or  for  other  reason(s).  Pending 
such  reallocation,  the  incumbent  shall  continue  in  the  position. 

if  the  M employee  WHO  gains  eligibility  in  the  class  to  which  the 
position  is  to  be  allocated  he  may  receive  an  appointment  thereto  in  accordance 
with  the  Rules  governing  appointments. 

Whenever  the  title  of  the  class  changes  without  a change  in  duties  or 
responsibilities,  the  incumbent  shall  have  the  same  status  in  the  new  class  as 
he  had  in  the  old  class. 


RULE  8 

APPLICATIONS  AND  NOTICE  OF  EXAMINATIONS 
Section  8.01.  QUALIFICATIONS  OF  APPLICANTS 

Every  applicant  for  entrance  or  promotional  examination  must  possess 
and  maintain  the  qualifications  required  by  law  and  by  the  announcement  of  the 
examination  for  which  he  applies  APPLIED.  Experience  gained  in  violation  of 
a Commission  Rule  will  not  be  recognized.  It  is  the  responsibility  of  the 
appointing  officer  and  of  the  employee  to  have  experience  outside  of  classifi- 
cation recorded  in  accordance  with  Rule  26,  Section  26.0lCh). 

Except  with  permission  of  the  General  Manager,  Personnel,  no  employee 
may  participate  in  an  entrance  examination  carrying  a lower  salary  schedule 
than  that  of  HER/hls  current  class.  NO  EMPLOYEE  MAY  PARTICIPATE  IN  AN  EXAMI- 
NATION FOR  A CLASS  IN  WHICH  SHE/HE  HAS  CURRENT  PERMANENT  APPOINTMENT  STATUS 
EXCEPT  WITH  THE  APPROVAL  OF  THE  GENERAL  MANAGER.  PERSONNEL. 

Section  8.02.  TIME  FOR  FILING 

An  applicant  is  a person  who  has  filed  an  application  for  examination 
within  the  time  limits  specified  in  the  announcement  of  the  examination  for 
which  he  applies  THE  APPLICANT  APPLIED.  Verification  shall  be  the  official  time 
receipt  of  the  Personnel  Department  or  postmark.  Examination  announcements 
shall  enly  NOT  be  distributed  during  the  period  that  applieatione  may  he  filed 
AFTER  THE  END  OF  THE  FILING  PERIOD. 

Section  8.03.  NOTICE  OF  EXAMINATIONS 

Official  notice  of  examinations  will  be  posted  on  the  Bulletin  Board 
of  the  Commission.  Notice  of  promotional  examinations  will  be  posted  for  a 
minimum  period  of  ten  (10)  calendar  days  as  required  by  the  Charter.  Request-(s)- 
for-notiee-of-datesy-when-applieatiens-may-be-filedj-must-be-made-en-Persennel 
Department  ferms.  Mailing  ef  the  form  to  the  inquirer  at  the  time  the  exami- 
nation announeement  is  posted  shall  be  at  the  inquirer-s  risk.  A separate 
request  must  be  made  for  each  elassifieation.  REQUEST (S)  FOR  NOTICE  OF  FILING 
DATES  FOR  ENTRANCE  EXAMINATIONS  MAY  BE  FILED  IN  THE  PERSONNEL  DEPARTMENT. 

NOTIFICATION  CARDS  SHALL  BE  MAILED  AT  THE  INQUIRER’S  RISK. 
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Section  9.05.  OFFICIAL  TIME  PERIODS  (Formerly  Section  9.03) 

Examination  announcements  shall  set  forth  time  limits  for  determination 
of  the  qualifications  of  applicants. 

Section  9.06.  PROMOTIONAL  APPLICANTS  CFormerly  Section  9,04) 

Applicants  for  promotional  examinations  must  meet  the  requirements  of 
the  examination  announcement  under  which  they  apply,  including  completion  of 
probationary  period  and  current  status  in  a next  lower  rank  classification. 
Current  status  in  a next  lower  rank  classification  shall  also  include  persons: 

1)  On  authorized  leave  of  absence. 

2)  With  PERMANENT  holdover  rights  who  have  been  employed 
in  the  class  within  A one  (1)  year  period  preceding  the  beginning  date  of 
examination. 


3)  Serving  a probationary  period  in  a different  class  but 
who  were  last  employed  in  a next  lower  rank  class.  FOLLOWING  COMPLETION  OF 

THE  PROBATIONARY  PERIOD.  THE  GENERAL  MANAGER,  PERSONNEL.  SHALL  DETERMINE  WHETHER 

THE  CURRENT  POSITION  AND  THE  CLASSIFICATION  EXAMINED  FOR  ARE  SUFFICIENTLY  RELATED 

TO  WARRANT  CONTINUATION  OF  ELIGIBILITY. 

4)  A WHO  AS  transferee  TRANSFEREES  while  ARE  serving  A probation- 
ary period.  if  sneeessfttl,  he  shall  be  entitled  te  an  offer  ef  _^pointment  SHALL 
BE  OFFERED  in  accordance  with  his  eligibility  without  regard  to  his  probationary 
status. 


5)  An  employee  Serving  probationary  appointment  but  who  had 
HAVING  an  earlier  date  of  certification  because  of  having  been  reached  while  in 
the  military  service.  Appointment  from  the  promotional  list  shall  not  be 
offered  prior  to  satisfactory  completion  of  the  probationary  period. 

Section  9.07.  MEANS  OF  IDENTIFICATION 

Any  eempetiber  in  a written  examinatien  whe  places  any  identifiable 
mark  npen  his  examination  papers  shall  have  his  papers  eaneelled. 

The  Identification  Sheet  completed  and  sealed  by  the  candidate  provides 
the  sole  identification  of  the  examination  papers.  Identification  Sheets  ef 
passing  candidates  may  not  be  opened  until  all  ratings  and  the  passing  mark  are 
final. 


THE  GENERAL  MANAGER.  PERSONNEL,  _S_HALL  DETE^INE  THE_  METHOD  OF  CANDIDATE 
IDENTIFICATION  TO  BE  USED  IN  WRITTEN  AND  PERFORMANCE  EXAMINATIONS. 

WHEN  THE  SEALED  IDENTIFICATION  METHOD  IS  USED,  CANDIDATES  ARE  PROHIBITED 
FROM  MAKING  IDENTIFYING  MARKS  ON  THEIR  EXAMINATION  PAPERS.  THE  EXAMINATION  PAPERS 
OF  A CANDIDATE  WHO  MAKES  IDENTIFYING  MARKS  MAY  BE  CANCELLED.  SEALED  IDENTIFICATION 
SHEETS  OF  SUCCESSFUL  CANDIDATES  MAY  NOT  BE  OPENED  UNTIL  ALL  RATINGS  AND  THE  PASSING 

MARK  ARE  FINAL. 

WHERE  A NUMBER  OF  CANDIDATES  HAVE  COMPETED  IN  TWO  OR  MORE  EXAMINATIONS 
IN  A SERIES.  AND  AT  LEAST  ONE  CANDIDATE  HAS  PASSED  ONE  AND  FAILED  ONE  OF  THE 

EXAMINATIONS.  THE  IDENTIFICATION  SHEETS  OF  THE  CANDIDATES  WHO  HAVE  FAILED  ONE 

EXAM  MAY  BE  OPENED  PRIOR  TO  THE  QUALIFICATIONS  APPRAISAL  INTERVIEW  BUT  ONLY  FOR 

THE  PURPOSE  OF  DETERMINING  WHICH  CANDIDATES  SHOULD  PARTICIPATE  IN  THE  QUALIFICiTIONS 

APPRAISAL  INTERVIEW.  UNDER  NO  CIRCUMSTANCE  MAY  THE  SCORE  ON  THE  EXAMINATION  PASSED 

BE  DIVULGED  BY  THE  PERSONNEL  DEPARTMENT  PRIOR  TO  THE  POSTING  OF  THE  TENTATIVE 

ELIGIBLE  LIST. 
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Section  9.08.  UNAUTHORIZED  MATERIAL 


Any  applicant  cheating  or  attempting  to  cheat  in  any  phase  of  the 
examination  process  shall  be  eliminated  from  the  examination  and  thereafter 
may  be  ineligible  for  future  employment.  Cheating  shall  include  the  use  or 
attempted  use  of  material  not  authorized  by  the  notice  to  report  for  exami- 
nation. 

Section  9.09.  COPYING  OF  EXAMINATION  QUESTIONS 

The  copying  of  examination  questions  or  the  making  of  notes  or 
outlines  regarding  an  examination  is  prohibited,  exeept-notations-eheeking-the 
aeettiraey-o4-the-8eo«ingT 

Section  9.10.  RATING  KEYS 

The  examination  booklet  IN  EXAMINATIONS  NOT  EXEMPTED  FROM  INSPECTION 
PRIVILEGES  shall  provide  the  time  period  wherein  participants  in  an  examination 
may  review  the  rating  key  to  be  used  for  scoring.  Participants  in  an  exami- 
nation shall  be  allowed  only  one  review  of  the  rating  key  unless  otherwise 
ordered  by  the  General  Manager,  Personnel.  No  changes  in  the  rating  key  shall 
be  made  after  the  identification  sheets  of  any  participants  have  been  opened. 

Inspection  of  the  rating  key  is  for  the  purpose  of  correcting  errors 
in  the  key  or  te  determine  DETERMINING  if  any  of  the  questions  asked  are 
ambiguous  or  incorrectly  phrased.  Protests  concerning  the  rating  key  must  be 
filled  out  in  the  inspection  room  on  forms  supplied  by  the  Commission.  Petitions 
must  include  substantiating  data  or  authoritative  references.  If  any  protests 
have  been  filed,  an  additional  period  for  review  of  protests  and  submission  of 
counter  protests  will  be  provided. 

Section  9.11.  RATING  KEYS  - CONTINUOUS  EXAMINATIONS 

Inspection  privileges  shall  not  apply  to  these  examinatiens  which  have 
have-been-deelared-hy-the-Ceamission-as-eentinttettS  QUESTIONS  AND  ANSWERS  ON  ANY 
CONTINUOUS  OR  STANDARDIZED  ENTRANCE  OR  CONCURRENT  ENTRANCE  AND  PROMOTIVE  WRITTEN 

EXAMINATION.  THIS  INCLUDES  EXAMINATIONS  UNDER  THE  CONTINUOUS  TESTING  PROGRAM. 

No  examination  may  be  declared  continuous  ier  a period  exceeding  one 
411  year;  hewever,  nothing  herein  shall  prohibit  the  Gemmissien  from  extending 
this  period.  Following  the  adoption  of  the  rating  key  and  validation  o#  the  test, 
the  passing  mark  shall  be  stated  on  the  examination  announeement  and  the  key 
answers  shall  not  be  subj-eet  to  inspection  and  appeal  proeedures. 

The  General  Manager,  Personnel,  may  order  obsolete  or  erroneous 
questions  deleted  from  any  examination  which  has  been  declared  continuous 
EXEMPTED  BY  THIS  RULE  FROM  INSPECTION  PRIVILEGES. 

Section  9.12.  INSPECTION  OF  RATING  KEYS  BY  REVIEW  COMMITTEE 

Notwithstanding  any  other  provision  of  these  rules,  the  examination 
announcement  may  provide  for  review  of  questions  and  answers  thereto  by  a review 
committee  in  those  examinations  wherein  large  numbers  of  protests  on  key  answers 
might  be  anticipated  on  the  basis  of  past  experience,  or  there  is  an  immediate 
need  for  appointees  in  the  classification  involved.  Such  review  committee  shall 
be  composed  of  three  or  more  persons,  expert  in  the  field  of  subject  matter 
covered  by  the  examination.  For  examinations  in  the  uniformed  classifications 
in  the  Police  and  Fire  Departments,  or  other  uniformed  forces,  the  members  of 
the  Committee  shall  be  appointed  by  the  General  Manager,  Personnel,  from  among 
a panel  of  five  officers  submitted  by  the  appointing  officer  of  the  concerned 
department,  and  shall  hold  rank  not  less  than  that  of  the  class  for  which  the 
examination  is  being  held. 
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The  review  of  the  rating  key  shall  begin  simultaneously  with  the  holding 
of  the  examination  and  shall  be  completed  in  one  session.  The  recommendations  of 
the  review  committee  with  respect  to  questions  or  answers  which  they  believe  to  be 
ambiguous,  incorrect,  or  improper  shall  be  submitted  to  the  General  Manager, 
Personnel,  for  approval.  Such  rating  key  when  approved  by  the  General  Manager, 
Personnel,  shall  be  made  available  for  review  by  participants  in  the  examination 
for  a period  of  two  days.  The  time  allowed  for  such  review  may  be  extended  if  in 
the  i udgment  of  the  General  Manager,  Personnel,  the  number  of  applicants  warrants. 
The  participants  may  request  reeonsideration  APPEAL  by  ^ the  Civil’  Service 
Commission  concerning  only  those  questions  or  answers  wherein  documented  claim 
of  manifest  SIGNIFICANT  error  is  made.  IF  ANY  APPEALS  HAVE  BEEN  FILED.  AN 
ADDITIONAL  PERIOD  FOR  SUBMISSION  OF  COUNTER  ARGUMENTS  WILL  BE  PROVIDED.  If  no 
requests  for  reconsideration  APPEALS  are  submitted,  the  approved  rating  key 
shall  be  the  official  rating  key  to  be  used  for  scoring  the  examination. 

Section  9.13.  EXAMINATION  PASSING  MARK  (New  Section) 

FOR  EACH  EXAMINATION.  THE  GENERAL  MANAGER.  PERSONNEL.  SHALL  ESTABLISH 
A PASSING  MARK  OR  SHALL  DETERMINE  THE  TOTAL  NUMBER  OF  PERSONS  TO  BE  INCLUDED  ON 

THE  LIST  OF  ELIGIBLES  BASED  ON  THE  NEEDS  OF  THE  SERVICE. 

NO  CHANGES  IN  THE  PASSING  MARK  SHALL  BE  MADE  AFTER  THE  IDENTIFICATION 
SHEETS  HAVE  BEEN  OPENED. 

Section  9.14.  INSPECTION  OF  PAPERS  BY  UNSUCCESSFUL  CANDIDATES 

Where  there  are  remaining  parts  of  an  examination,  AND  WHERE  THE 
EXAMINATION  IS  NOT  EXEMPTED  FROM  INSPECTION  UNDER  SECTION  9.11,  unsuccessful 
candidates  may  inspect  their  papers  during  a two  (2)  day  period  specified  by 
the  notice  informing  them  of  their  scores.  Such  inspection  shall  be  for  the 
sole  purpose  of  determining  that  the  scoring  has  been  accurate. 

Section  9.16.  QUALIFICATIONS  APPRAISAL  INTERVIEW.  PROCEDURES  AND  APPEALS 
ON  QUALIFICATIONS  APPRAISAL  INTERVIEWS 

A.  Procedures  and  Practices 


1.  The  orientation  of  the  qualifications  appraisal  board  may 
include  a presentation  by  the  department  head  or  his  D EP ARTMENT AL  representative 
which  includes  a description  of  the  classification  for  which  the  examination  is 
being  held,  the  setting  of  the  class  in  his  THE  department,  the  critical  elements 
of  personal  characteristics  needed  by  employees  in  this  class,  and  related 
information.  The  department  head  or  his  representative  shall  not  discuss  any 
candidate  with  any  member  or  members  of  the  qualifications  appraisal  board  at 
this  time  or  any  other  time  prior  to  the  completion  of  the  examination. 


■?.  Ne  fraternal  rings,  erganisatien  pins,  er  insignia  ef 
any  kind  shall  be  displayed  by  the  beard  members  in  any  quallf ieatiens  appraisal 
interview  nor  shall  such  rings,  pins,  or  insignia  be  worn  by  any  candidate  who 
appears  before  sueh  a beard. 

'0".  Employees  ef  the  Personnel  Department  staff  shall  net 
serve  on  qualifications  appraisal  beards  for  any  examination  if  one  er  mere  ef 
the  candidates  is  related  to  the  staff  member  er  if  any  strong  personal 
associations  exist  between  one  er  mere  candidates  and  the  staff  member  so  that 
it  would  be  difficult  to  make  an  impartial  rating. 
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2.  No  candidate  shall  discuss  HER/his  candidacy  or  any 
relationship  thereto  with  the  qualifications  appraisal  board  members  prior 
to  the  completion  of  all  parts  of  the  examination Cs)  and  the  final  adoption 
of  the  listCs)  of  eligibles  resulting  therefrom. 

3.  No  letters  of  reference  or  recommendation  shall  be 
presented  to  the  qualifications  appraisal  board. 

4.  In  all  qualifications  appraisal  interviews  the  same 
standards  shall  apply  to  all  candidates  who  appear  for  the  same  classification. 

5.  The  minimum  passing  or  qualifying  rating  must  be 
related  to  a classification,  not  to  a single  position  within  a multiple  position 
classification. 


6.  No  applicant  for  public  employment  shall  be  questioned 
as  to  his  political  views,  religious  beliefs,  labor  affiliations,  or  racial 
extraction. 


7.  A4i  qualifications  appraisal  interviews  shall  be 
recorded  whenever  practical  and  such  recordings  shall  be  retained  only  until 
all  ratings  become  final  and  any  timely  litigation  based  thereon  has  been 
finally  resolved . RECORDINGS  OF  QUALIFICATIONS  APPRAISAL  INTERVIEWS  SHALL  BE 
RETAINED  ONLY  UNTIL  ALL  RATINGS  BECOME  FINAL  AND  ANY  TIMELY  LITIGATION  BASED 

THEREON  HAS  BEEN  RESOLVED.  A defective  recording  shall  not  invalidate  the 
interview  unless  the  Civil  Service  Commission  finds  the  omitted  or  unintelligible 
material  critically  relevant  to  the  case  in  which  event  the  Civil  Service 
Commission  may  authorize  a second  interview,  or  order  a new  examination. 

8.  In  the  event  of  any  challenge  of  an  examiner  or  of  any 
ratings  in  qualifications  appraisal  interviews  all  other  candidates  whose 
standings  in  the  examination  may  be  affected  shall  be  notified  of  the  challenge. 

B.  Challenge  of  Board  Members 

1.  A board  member  may,  if  he  wishes,  excuse  HERSELF/himself 
from  rating  any  candidate  when  in  the  judgment  of  the  board  member  it  would  be 
difficult  for  him  to  rate  the  candidate  impartially.  If  possible,  the  excused 
board  member  shall  be  replaced  by  an  alternate  with  the  same  qualifications. 

2.  Any  challenge  as  to  personal  bias  or  competence  of  a 
person  serving  as  an  examiner  in  a qualifications  appraisal  interview  based 
upon  prior  knowledge  of  or  acquaintance  with  a board  member  shall  be  made  by 
a candidate  to  the  Blreeter  DIVISION  MANAGER,  PERSONNEL  of  Recruitment  and 
Examinations  or  his  AUTHORIZED  representative  immediately  prior  to  his 
participation  in  this  phase  of  the  examination.  The  candidate  shall  then 
proceed  with  his  partieipatien  in  the  interview.  If  such  a challenge  is 
sustained  by  action  of  the  Civil  Service  Commission  FOLLOWING  DENIAL  BY  THE 
GENERAL  MANAGER.  PERSONNEL,  the  rating  by  the  challenged  person  shall  not  be 
computed  in  the  final  rating  of  the  candidate  and  the  rating  of  the  candidate 
shall  be  that  of  the  unchallenged  members  of  the  examining  board.  If  more 
than  one  half  of  the  board  members  are  successfully  challenged,  the  the  Civil 
Service  Commission  shall  cancel  this  session  and  a new  board  shall  be  constituted, 
unless  more  than  one  panel  of  examiners  has  been  convened  for  the  examination, 

in  which  case,  the  candidate  shall  be  examined  by  an  alternate  panel  of  equal 
number . 
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3.  Any  appeal  of  challenge  of  the  conduct  of  the 
qualifications  appraisal  board  based  on  a claim  of  bias,  malfeasance,  or 
misfeasance  of  board  members  must  be  made  in  writing  and  presented  to  the 
Bireeter  DIVISION  MANAGER,  PERSONNEL  of  Recruitment  and  Examinations  or 
his  AUTHORIZED  representative  not  later  than  the  second  business  day  on 
which  the  qualifications  appraisal  interview  was  held.  CHALLENGES  BASED 

ON  BIAS,  MALFEASANCE.  OR  MISFEASANCE  NOT  FILED  IN  THIS  TWO-DAY  PERIOD  CANNOT 

BE  CONSIDERED.  The  Givii  Service  Gommissien  will  consider  only  challenges 
against  hoard  members  claiming  bias,  malfeasance  or  misfeasance.  Such 
challenges  must  state  the  grounds  upon  which  the  challenge  is  based.  Failure 
to  state  the  specific  grounds  for  the  challenge  shall  nullify  the  challenge. 

All  challenges  properly  filed  under  this  section  shall  be  finally  resolved 
IN  ACCORDANCE  WITH  THE  PROVISIONS  OF  SECTION  5.06  OF  THESE  RULES  before  the 
identification  sheets  of  those  admitted  to  the  oral  examination  are  opened 
and  final  computation  of  the  total  scores  of  the  participants  are  known. 

4.  The  Civil  Service  Commission  in  acting  on  a challenge 
or  appeal  on  the  conduct  of  the  board  shall  consider  only  the  applications, 
records,  questions  and  answers  which  constitute  the  record  of  the  qualifications 
appraisal  interview.  IT  WILL  REVIEW  PROTESTS  ONLY  WHEN  THE  CANDIDATE  PRESENTS 
EVIDENCE  THAT  CLEARLY  SUBSTANTIATES  A CHARGE  OF  BIAS,  MALFEASANCE  OR  MISFEASANCE. 

5.  The  decision  of  the  Civil  Service  Commission  on  this 
subject  will  be  final. 


6.  In  the  absence  of  a challenge  under  this  section  or 
upon  a decision  by  the  Civil  Service  Commission  under  this  section,  later 
challenges  shall  be  precluded. 

C.  Inspection  of  Ratings  in  Qualifications  Appraisal  Interviews 

by  Participants 


1.  After  the  qualifications  appraisal  interviews  for  an 
examination  are  computed,  such  composite  ratings  shall  be  available  for  a 
minimum  period  of  two  working  days  following  the  completion  of  the  computations 
for  all  participants  or  for  some  other  two  day  period  set  by  the  General  Manager, 
Personnel,  provided  that  the  candidates  are  advised  of  the  dates,  during  which 
period  each  participant  may  inspect  bis  THEIR  own  ratings,  provided  that  the 
identity  of  the  examiner  giving  any  mark  or  grade  in  an  oral  test  shall  not  be 
disclosed.  A summary  of  the  reasons  for  failing  qualifications  appraisal 
interviews  shall  be  provided  for  inspection  by  the  failing  candidates. 

2.  Any  challenges  shall  be  filed  in  writing  within  the 
inspection  period  and  shall  be  limited  to  a)  claimed  inconsistencies  or  failure  of 
the  qualifications  appraisal  board  to  apply  uniform  standards  with  due  regard 

for  qualitative  judgments  as  to  education  and  experience  of  all  partieipanta, 
b)  any  questions  propounded  by  the  panel  of  examiners  which  occur  during  a 
qualifications  appraisal  interview  which  require  an  answer  in  conflict  with 
any  federal,  state,  or  city  and  county  laws,  rules  or  regulations  which  apply 
to  the  government  of  the  City  and  County  of  San  Francisco  or  the  official 
policies  of  the  City  and  County  of  San  Francisco  and/or  the  San  Francisco 
Civil  Service  Commission  shall  be  grounds  for  challenge.  Such  ALL  challenges 
shall-be-reviewed-by-the-staif-ef-the-Persennei-Bepartment-and-a-written-repert 
made-to-the-Glvii-Service-GeBamission-as-te-whether-the-saffie-standards-were 
applied-to-all-partieipants  PROPERLY  FILED  UNDER  THIS  SECTION  SHALL  BE  RESOLVED 
IN  ACCORDANCE  WITH  THE  PROVISIONS  OF  SECTION  5.06  OF  THESE  RULES. 
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The  Civil  Service  Commission  shall  review  the  NOT  CONSIDER  challenges  and  the 
report  thereon  anh  shaii  determine  the  iinal  rating  to  be  assigned  to  the 
protestant  provided  that  MERELY  BECAUSE  A CANDIDATE  BELIEVES  SHE/HE  IS  ENTITLED 
TO  A HIGHER  SCORE.  THE  COMMISSION  WILL  NOT  SUBSTITUTE  ITS  JUDGMENT  FOR  THE 

JUDGMENT  OF  THE  QUALIFICATIONS  APPRAISAL  INTERVIEWERS.  Ratings  by  a qualifi- 

cations appraisal  board  of  less  than  THE  70%  MINIMUM  PASSING  SCORE  shall  not 
be  raised  to  more  than  THE  MINIMUM  PASSING  SCORE.  70%  anieoa  it  is  determined 
that  misfeasance  or  maifeasanee  has  caused  the  rejeetion  of  the  candidate. 

3.  No  evidence  or  documents  supportive  of  qualifications 
shall  be  presented  to  the  Civil  Service  Commission  which  was  not  presented  to 
the  qualifications  appraisal  board  unless  the  candidate  was  denied  the 
opportunity  to  do  so. 

Section  9.16  CD)  ” (language  from  old  Civil  Service  Rules) 

4.  The  decision  of  the  Civil  Service  Commission  on  this 
subject  will  be  final. 


5.  In  the  absence  of  a challenge  under  this  section  or 
upon  a decision  by  the  Civil  Service  Commission  under  this  section,  later 
challenges  shall  be  precluded. 

Section  9.17.  APPOINTMENT  OF  EXAMINING  PHYSICIANS 

Examining  physicians  and  physician  specialists  shall  be  appointed  by 
the  General  Manager,  Personnel,  subject  to  approval  by  the  Commission.  Such 
appointments  shall  be  for  a term  of  one  (1)  year  commending  COMMENCING  July  1. 
Nothing  herein  shall  prohibit  the  renewal  of  such  appointment,  as  provided 
above,  from  year  to  year  or  from  THE  filling  any  ^ vacancies  which  may  occur 
during  a term. 

The  qualifications  of  examining  physicians  and  physician  specialists 
shall  be  subject  to  review  by  the  General  Manager,  Personnel  and  the  Commission 
prior  to  their  appointment  or  reappointment. 

Emergency  appointment  of  a physician  or  physician  specialist  may  be 
made  by  the  General  Manager,  Personnel,  for  a period  not  to  exceed  seven  (7) 
days . 

Section  9.18.  MESIGAL  BXAMiNATiONS 

An  eligible  shall,  before  certification  for  permanent  appointment,  be 
required  to  pass  a medical  examination  before  a physician  designated  for  such 
purpose  by  the  Gomraission.  Eligibles  for  positions  other  than  these  in  the 
uniformed  force  of  the  Fire  and  Police  Departments,  who  have  passed  such  medical 
examination,  need  net  be  subject  to  further  medieal  examination  for  a period  of 
six  -(b)-  months  if  within  that  time  they  are  reached  for  ether  positions  where  the 
medieal  standards  are  net  higher. 

Eligibles  who  fail  to  pass  the  medieal  examination  shall  be  rejected 
and  such  rejection  shall  apply  to  any  other  eligible  list  upon  which  such 
eligible  may  have  standing,  unless  the  medieal  standards  pertaining  to  the 
lists  in  question  vary,  unless  otherwise  ordered  by  the  General  Manager,  Personnel. 
Eligibles  for  permanent  appointment  who  have  been  rejected  In  the  medieal 
examination  shall  also  be  rejected  for  temporary  appointment  unless  otherwise 
ordered  by  the  General  Manager , Personnel . The  name  of  an  eligible  who  is  found 
to  have  a disqualifying  medieal  defect  that  is  net  correctable  may  be  removed 
from  the  eligible  list. 
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Section  9.18.  MEDICAL  EXAMINATIONS 


AN  APPOINTEE  TO  A POSITION  SHALL  BE  REQUIRED  TO  MEET  ACCEPTABLE 
MEDICAL  STANDARDS  WHICH  MAY  INCLUDE  PASSING  A MEDICAL  EXAMINATION  BEFORE  A 

PHYSICIAN  DESIGNATED  FOR  SUCH  PURPOSE  BY  THE  COMMISSION.  APPOINTEES  TO 

POSITIONS  OTHER  THAN  THOSE  IN  THE  UNIFORMED  FORCE  OF  THE  FIRE  AND  POLICE 

DEPARTMENTS,  WHO  HAVE  PASSED  A MEDICAL  EXAMINATION.  NEED  NOT  BE  SUBJECT  TO 

FURTHER  MEDICAL  EXAMINATION  FOR  A PERIOD  OF  SIX  C6)  MONTHS  IF  WITHIN  THAT 

TIME  THEY  ARE  APPOINTED  TO  ANOTHER  POSITION  WHERE  THE  MEDICAL  STANDARDS  ARE 
THE  SAME. 


APPOINTEES  WHO  FAIL  TO  PASS  THE  MEDICAL  EXAMINATION  SHALL  BE 
REJECTED  AND  THE  REJECTION  SHALL  APPLY  TO  ANY  OTHER  POSITION  UNLESS  THE 
MEDICAL  STANDARDS  PERTAINING  TO  THE  POSITION  IN  QUESTION  ARE  DIFFERENT  OR 

UNLESS  OTHERWISE  ORDERED  BY  THE  GENERAL  MANAGER.  PERSONNEL.  ANY  APPOINTEE 

WHO  HAS  BEEN  ^ICi^LY  REJECTED  MAY  PRESENT  IN  WRITING  MEDICAL  EVIDENCE  THAT 

THE  CONDITION  LEADING  TO  REJECTION  HAS  BEEN  CORRECTED.  NO  LONGER  EXISTS.  OR 

DID  NOT  IN  FACT  EXIST.  AND  MAY  APPLY  TO  THE  GENERAL  MANAGER.  PERSONNEL.  FOR 

MEDICAL  RE-EXAMINATION. 

THE  GENERAL  MANAGER.  PERSONNEL.  UPON  THE  ADVICE  OF  THE  MEDICAL 
EXAMINERS.  IS  AUTHORIZED  TO  APPOINT  PERSONS  WITH  MEDICALLY  DISQUALIFYING 

CONDITIONS  THAT  ARE  SUBJECT  TO  CORRECTION  WITHIN  A REASONABLE  TIME  PERIOD. 

AND  ORDER  THAT  THE  EMPLOYMENT  OF  SUCH  PERSONS  BE  SUBJECT  TO  JPASSING  ^L 

MEDICAL  REQUIREMENTS  WITHIN  FIVE  (5)  MONTHS  OF  THE  DATE  OF  THE  FIRST  MEDICAL 

OR  LESS  TIME,  IF  CONDITIONS  WARRANT.  REQUESTS  FOR  APPEAL  OF  A RULING  BY  THE 
GENERAL  MANAGER.  PERSONNEL.  WILL  BE  HEARD  BY  THE  COMMISSION  ONLY  ^F  FII^  m 

WRITING  BY  NOON  OF  THE  FOURTH  (4)  CALENDAR  DAY  FOLLOWING  THE  MAILING  DATE  OF 

THE  NOTIFICATION  TO  THE  APPOINTEE. 


Section  9.19.  MEBiCAL  EXAMiNATiONS  - TEMPORARY  APPOTNTMENTS 


Appeintees  t©  tempetaty  peaitiena  whose  de5?ati©n  exceeds  a period 
ei  thifee  -(8^  menths  shall  he  teqalted  t©  pass  a aedieal  exarainatlsn  sahjeet 
t©  the  eenditians  set  fetth  above. 

The  Genetal  Manager,  Persennel,  may  als©  tequlte  that  any  eligible 
tempetary  et  seasonal  appointments  shall,  beiote  eentiiieation  ion  employ- 
ment, pass  a medieal  examination  on  p3?esent  a doetot-s  eentiiieate  showing 
that  they  ate  physically  qnaliiied. 

An  eligible  wh©  inexensably  fails  to  complete  a teqnited  medieal 
examination,  ot  fails  to  follow  established  proeedntes  in  tepotting  fot 
medieal  examinations,  will  be  placed  undet  waivet  on  all  eligibility  lists. 
Sneh  waivets,  if  they  ate  fitst  waivets  of  appointment,  shall  not  be  temeved 
except  with  the  special  petmlssion  of  the  Genetal  Managet,  Petsonnel.  Waivets 
which  eonstitnte  a second  waivet  of  petmanent  appointment  shall  eanse  the 
temoval  of  the  name  ftom  the  eligible  list  in  aeeotdanee  with  the  ptovisions 
of  Rale  14,  Sections  14^03  and  i4T04. 

An  eligible,  aftet  having  been  medically  tefeeted,  may  ptesent  In 
wtiting  medieal  evidence  that  the  condition  leading  to  tejeetion  has  been 
eotteeted,  no  lenget  exists,  ot  did  not  in  fact  exist  and  may  apply  to  the 
Genetal  Managet,  Petsonnel,  fot  medieal  te-examination , as  appteptiate. 
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Section  9.19.  MEDICAL  EXAMINATIONS  - ELIGIBLES 


ELIGIBLES  FOR  PERMANENT  APPOINTMENT  WHO  HAVE  BEEN  REJECTED  IN  THE 
MEDICAL  EXAMINATION  SHALL  ALSO  BE  REJECTED  FOR  TEMPORARY  APPOINTMENT  UNLESS 

OTHERWISE  ORDERED  BY  THE  GENERAL  MANAGER,  PERSONNEL.  THE  NAME  OF  AN  ELIGIBLE 

WHO  IS  FOUND  TO  HAVE  A DISQUALIFYING  MEDICAL  DEFECT  THAT  IS  NOT  CORRECTABLE 

MAY  BE  REMOVED  FROM  THE  ELIGIBLE  LIST. 


AN  ELIGIBLE  WHO  INEXCUSABLY  FAILS  TO  COMPLETE  A REQUIRED  MEDICAL 
EXAMINATION  OR  FAILS  TO  FOLLOW  ESTABLISHED  PROCEDURES  IN  REPORTING  FOR  MEDICAL 
EXAMINATIONS « WILL  BE  PLACED  UNDER  WAIVER  ON  ALL  ELIGIBILITY  LISTS.  IF  THE 

WAIVER  IS  A FIRST  WAIVER  OF  APPOINTMENT.  IT  SHALL  NOT  BE  REMOVED  EXCEPT  WITH 

THE  SPECIAL  PERMISSION  OF  THE  GENERAL  MANAGER.  PERSONNEL.  A SECOND  WAIVER 

OF  PERMANENT  APPOINTMENT  SHALL  REMOVE  THE  NAME  FROM  THE  ELIGIBLE  LIST  IN 
ACCORDANCE  WITH  THE  PROVISIONS  OF  RULE  14.  SECTIONS  14.03  AND  14.04. 
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Proposed  Amendment  to  Civil  Service  Rules 
Rule  1.03  Affirmative  Action  Plan 


a)  Policy 

It  is  the  policy  of  the  Civil  Service  Commission  of  the  City 
and  County  of  San  Francisco  that  the  doors  of  opportunity  be  main- 
tained wide  open  to  women  and  minorities  in  or  seeking  employment 
to  the  Service,  that  selection  of  employees  to  positions  within 
the  Service  be  made  on  the  basis  of  merit  in  a racially  and  poli- 
tically neutral  way,  and  that  continuing  programs  be  maintained 
to  afford  equal  opportunities  to  women  and  minority  persons  to 
achieve  meaningful  employment  at  all  levels. 

Vigorous  enforcement  of  the  laws  against  discrimination  shall 
be  carried  out  at  every  level  of  each  department  toward  the  end 
that  all  persons,  regardless  of  race,  color,  religion,  sex,  or 
national  origin,  shall  have  equal  access  to  positions  in  the  Ser- 
vice, limited  only  by  their  ability  to  do  the  job. 

No  person  in  the  Classified  Service  or  seeking  admission  there- 
to, shall  be  appointed,  reduced,  removed  or  in  any  way  favored  or 
discriminated  against  in  employment  or  opportunity  for  employment 
because  of  race,  color,  sex,  sexual  orientation,  political  affili- 
ation, age,  religion  or  national  origin. 


b)  Analysis  of  the  Work  Force 

Each  department  shall  maintain  confidential  records  of  its  work 
force  composition  by  race,  sex,  ethnicity  and  classification.  These 
records  shall  also  reflect  new  employments,  promotions,  transfers, 
voluntary  and  involuntary  separations,  and  shall  be  reported  to  the 
Commission,  Federal  and  State  agencies  upon  request. 

From  the  foregoing  records,  the  Civil  Service  Commission  staff 
shall  annually  prepare  and  report  to  the  Commission  an  analysis  of 
the  work  force  in  each  department  to  determine  whether  percentages 
of  sex,  race  or  ethnic  groups  in  individual  job  classifications  are 
substantially  similar  to  the  percentages  of  those  groups  available 
in  the  work  force  in  the  relevant  job  market  who  possess  the  basic 
job-related  qualifications. 

Whenever  such  analysis  discloses  substantial  disparities  within 
individual  classifications,  each  element  of  the  overall  selection 
process  shall  be  examined  to  determine  which,  if  any,  elements 
operate  to  exclude  persons  on  the  basis  of  sex,  race  or  ethnic 
group.  Such  elements  shall  include  but  are  not  limited  to,  re- 
cruitment, testing,  ranking,  certification  and  interviewing.  The 
examination  of  each  element  of  the  selection  process  shall  at  a 
minimum  include  a determination  of  its  validity  in  predicting  job 
performances . 
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c)  Affirmative  Steps  to  Remedy  Exclusionary  Effects 

Where  the  Commission  has  reason  to  believe  that  its  selection 
procedures  have  had  an  exclusionary  effect  described  in  the  pre- 
ceding paragraph,  the  Commission  shall  initiate  affirmative  steps 
to  remedy  the  situation,  including  the  following; 

1.  The  establishment  of  a long-term  goal,  and  short- 
range,  interim  goals  and  timetables  for  the 
specific  job  classifications,  all  of  which  shall 
take  into  account  the  availability  of  basically 
qualified  persons  in  the  relevant  job  market; 

2.  Outreach  recruitment  designed  to  attract  quali- 
fied members  of  the  group  in  question; 

3.  Job  restructuring  efforts  to  organize  work  and 
re-design  jobs  in  ways  that  provide  opportunities 
for  persons  lacking  "journeyman"  level  knowledge 
or  skills  to  enter,  and,  with  appropriate  train- 
ing, to  progress  in  a career  field; 

4.  Revamping  of  selection  instruments  or  procedures 
which  have  not  yet  been  validated  in  order  to  re- 
duce or  eliminate  exclusionary  effects  on  par- 
ticular groups  in  particular  job  classifications; 

5.  The  initiation  of  measures  designed  to  assure 
that  members  of  the  affected  groups  who  are  quali- 
fied to  perform  the  job  are  included  within  the 
pool  of  persons  from  which  the  department  head 
makes  the  selection; 

6.  Efforts,  within  budgetary  limitations,  to  provide 
career  advancement  training,  both  classroom  and 
on-the-job,  to  employees  locked  into  dead-end  jobs. 


d)  Dissemination  of  Affirmative  Action  Plan 

Copies  of  the  foregoing  affirmative  action  plan  shall  be  avail- 
able in  each  City  Department.  Internal  distribution  shall  be  the 
responsibility  of  each  departmental  appointing  officer.  Oral  ap- 
praisal boards  which  shall  include  minority  and  female  representa- 
tives shall  be  given  written  copies  of  the  foregoing  affirmative 
action  plan  well  in  advance  of  Board  interview  sessions. 


e)  Monitoring  and  Evaluation 

The  Human  Rights  Commission  of  the  City  and  County  of  San  Fran- 
cisco shall  quarterly  review  the  compliance  status  of  the  Civil  Ser- 
vice Commission  in  regard  to  this  rule  and  shall  quarterly  report 
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its  findings  and  recommendations  to  the  Commissioners  of  the  Civil 
Service  Commission  and  to  the  Mayor.  Upon  request  of  the  Human 
Rights  Commission,  the  staff  of  the  Civil  Service  Commission  shall 
fully  disclose  all  such  books,  records,  documents  and  other  infor- 
mation as  the  Human  Rights  Commission  shall  deem  relevant  to  the 
monitoring  and  evaluation  function  herein  described.  Upon  request, 
the  General  Manager,  Personnel,  or  his  designee,  shall  appear  and 
give  testimony  before  the  Human  Rights  Commission  with  respect  to 
the  Civil  Service  Commission's  compliance  with  any  of  the  provi- 
sions of  this  Rule. 


f)  Discrimination  Complaints 

Any  person  employed  by  the  City  and  County  of  San  Francisco  may 
file  a complaint  alleging  discrimination  as  a result  of  any  employ- 
ment selection  procedure  by  forwarding  said  complaint  to  the  Gen- 
eral Manager,  Personnel  of  the  Civil  Service  Commission.  The  com- 
plainant shall  file  a signed  complaint  in  writing,  specifying  those 
facts  and  reasons  which  support  the  charges.  Copies  of  all  such 
complaints  shall  immediately  be  forwarded  to  the  Human  Rights  Com- 
mission and  to  each  member  of  the  Civil  Service  Commission.  Within 
thirty  business  days  of  the  receipt  of  a written  complaint,  the 
Human  Rights  Commission,  each  member  of  the  Civil  Service  Commis- 
sion and  the  complainant  shall  receive  a written  report  of  the  find- 
ings of  the  investigation  of  the  Commission  staff.  Within  forty- 
five  days  of  the  receipt  of  the  written  complaint,  the  Civil  Ser- 
vice Commission  shall  hear  the  matter. 

This  section  is  not  intended  to  preclude  an  individual's  right 
to  file  the  same  or  similar  complaints  with  appropriate  regulatory 
agencies,  or  litigate  for  relief. 

All  departments  shall  maintain  regular  files  detailing  the  facts 
of  complaints  received,  and  subsequent  resolution. 
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EQUAL  Er.'.PLOYMENT  OPPOR- 
TUNITY CCORDINATING  CCUriCIL 

AFFIRMATIVE  ACTION  PROGRAMS  FOR 

STATE  AND  LOCAL  GOVERNMENT 

AGENCIES 

Policy  Statement 

The  Equal  Employment  Opportunity 
Coordlnatinj  Council  was  established  by 
Act  of  Congress  In  1972.  and  charred  with 
re.<ponslbillt7  for  developing  and  imple- 
menting agreements  and  policies  de- 
ilgned,  among  other  things,  to  elimi- 
nate conflict  and  Inconsistency  among 
the  agencies  of  the  Federal  government 
responsible  for  administering  Federal 
law  prohibiting  discrimination  on 
grounds  of  race,  color,  sex.  religion,  and 
national  origin.  This  statement  Is  Issued 
as  an  Initial  response  to  the  requests  of 
a nurrtber  of  State  and  local  officials  for 
clarification  of  the  Government’s  policies 
concerning  the  role  of  affirmative  action 
In  the  overall  equal  employment  oppor- 
tunity program.  While  the  Coordinating 
Council’s  adoption  of  this  statement  ex- 
presses only  the  views  of  the  signatory 
agencies  concerning  this  Important  sub- 
ject,, the  principles  set  forth  below  should 
serve  as  policy  guidance  for  other  Fed- 
eral agencies  as  welL 

1.  Equal  employment  opportunity  Is 
the  law'  of  the  land.  In  the  public  sector 
of  our  society  this  means  that  ail  per- 
sons. regardless  of  race,  color,  religion, 
sex.  or  national  origin  shall  have  equal 
access  to  positions  m the  public  service 
limited  only  by  their  ability  to  do  the 
job.  Tliere  :s  a.mple  evidence  in  all  sec- 
tors of  our  society  that  such  equal  access 
frequently  has  been  denied  to  members 
of  certain  groups  because  of  their  sex. 
racial,  or  ethnic  characteristics.  The 
remedy  for  such  past  and  present  dis- 
crimination is  twofold. 

On  the  one  hand,  vigorous  enforcement 
of  the  laws  against  discrimination  ;s  es- 
sential. But  eaur.lly.  and  perhaps  even 
more  important,  are  affi.-maiive.  volun- 
tary erroris  on  the  part  of  public  em- 
ployers to  assure  that  pcsiticns  in  Lhe 
public  service  are  genuLnely  and  equally 
accessible  to  qualified  persons,  without 
regard  to  their  sex.  racial  or  ethnic  char- 
acteristics. Without  such  Eflorts  equal 
employment  opportunity  is  no  more  than, 
a wish.  The  importance  of  voluntary 
affirmative  action  on  the  pars  of  em- 
ployers Is  underscored  by  Title  vn  of 
the  Civil  Rights  Act  of  1964.  Executive 
Order  11246.  and  related  laws  and  reg- 
ulations— all  of  which  emphasize  volun- 
-tai-y  action  to  achieve  equal  employment 
opportunity. 

As  with  most  management  objectives, 
a systematic  plan  based  on  sound  organi- 
zational.analysis  and  problem  identifica- 
tion is  crucial  to  the  accomplishment  of 
affirmative  action  objectives.  For  this 
reason,  the  Council  urges  all  State  amd 
local  governments  to  develop  and  imple- 
ment results  oriented  affirm.ative  action 
plans  which  deal  with  the  problems  so 
identified. 


NOTICES 


Tl.e  following  paragraphs  are  Intended 
to  :.-ilst  State  and  local  governments  by 
Illustrating  the  kinds  of  analyses  and  ac- 
tivities which  may  be  appropriate  for  a 
public  employer’s  voluntary  affirmative 
action  plan.  This  statement  does  not  ad- 
dress remedies  imposed  after  a finding  of 
unlawful  discrimination. 

2.  Voluntary  affirmative  action  to  as- 
sure equal  employment  opportunity  is 
appropriate  at  any  stage  of  the  employ- 
ment process.  'The  first  step  in  the  con- 
struction of  any  affirmative  action  plan 
should  be  an  analysis  of  the  employer's 
work  force  to  determine  whether  per- 
centages of  sex.  race  or  ethnic  groups  In 
individual  Job  classifications  are  substan- 
tially similar  to  the  percentages  of  those 
groups  available  in  the  work  force  in  the 
relevant  job  market  who  possess  the 
basic  job  related  qualifications. 

When  substantial  disparities  are  found 
through  such  analyses,  each  element  of 
the  overall  selection  process  should  be 
examined  to  determine  which  elements 
operate  to  exclude  persons  on  the  basis 
of  sex,  race,  or  ethnic  group.  Such  ele- 
ments include,  but  are  not  limited  to. 
recruitment,  testing,  ranking,  certifica- 
tion, interview,  recommendations  for 
selection,  hiring,  promotion,  etc.  The 
examination  of  each  element  of  the  se- . 
lection  process  should  at  a minimum  in- 
clude a determination  of  Its  validity  Lrf 
predicting  job  performance. 

3.  When  an  employer  has  reason  to  be- 
lieve that  Its  selection  procedures  have 
the  exclusionary  effect  described  in  para- 
grapii  2 above,  it  should  initiate  affirma- 
tive steps  to  remedy  the  situation.  Such 
steps,  which  in  design  and  execution  may 
be  race,  color,  sex  or  ethnio  “conscious.” 
include,  but  are  not  limited  to.  the  fol- 
lowing: 

The  esiabUshinent  of  »-long  term  goal,  and 
short  range.  Interim  goals  and  timetables 
for  tha  specific  Job  ciasslficaOons.  all  of 
which  should  tate  Into  account  the  avail- 
ability of  basically  qualified  persor.s  in  the 
relevant  Job  marXet; 

A recruitment  program  designed  to  attract 
qualified  members  of  the  group  in  question: 

A systematic  effort  to  organize  wor-c  and 
re-design  Jobs  in  ways  that  provide  .oppor- 
tunities for  persons  lacXing  '•Joumcvinan" 
level  knowledge  or  stills  to  enter  and.  with 
aooropriaie  training,  to  progress  in  a career 
field: 

Revamping  selection  Instruments  or  pro- 
cedures which  have  hot  yet  been  vaUdaced 
In  order  to  reduce  or  eliminate  e.xclusionary 
effects  on  particular  groups  In  particular  job 
classifications: 

The  Initiation  of  measures  designed  to  as- 
sure that  membars  of  the  affected  group  who 
axe  qualified  to  perform  the  Job  are  included 
within  the  pool  of  persons  from  which  t.he 
selecting  oCclal  makes  the  selection: 

A systematic  effort  to  provide  career  ad- 
vancement training,  both  classroom  and  on- 
the-Job.  to  employees  locked  into  dead  end 
Jobs:  and 

The  establishment  of  a system  for  regularly 
monitoring  the  effectivehess  of  the  jaxtlcu- 
iar  affirmative  action  program,  and  proce- 
dures for  malting  timely  adjustments  In  this 
program  where  effectiveness  is  not  demon- 
strated. 


AFFIRMATIVE  ACTION  PROGRAMS 
FOR  STATE  AND  LOCAL 
GOVERNMENT  AGENCIES 

■1.  The  r.oai  of  any  affirmative  action 
plan  . I-.oultl  be  achievement  of  genuine 
equal  c.mpioymcnt  opportunity  for  all 
qualified  persons.  Selection  under  such 
plans  rhould  be  based  upon  the  ability  of 
the  applicant  IS)  to  do  the  work.  Such 
plans  should  not  require  the  selection 
of  the  unqualified,  or  the  unneeded,  nor 
.should  they  require  the  selection  of  per- 
sona on  tlie  basis  of  race,  color,  sex.  re- 
ligion or  national  origin.  Moreover,  while 
the  Council  believes  that  this  statement 
should  ser.-e  to  assist  State  .and  local 
employers,  as  well  as  Federal  agencies, 
it  recognizes  that  affirmative  action  can- 
not be  viewed  as  a standardized  program 
which  must  be  accomplished  In  the  same 
w.ay  at  all  times  in  all  places. 

A.ccordingly,  the  Council  has  not  at- 
tempted to  set  forth  here  either  the  min- 
imum or  maximum  voluntary  steps  that 
employers  may  take  to  deal  with  their 
respective  situations.  Rather,  the  Cojincil 
recognizes  that  under  applicable  au- 
thorities, State  and  local  employers  have 
flexibility  to  formulate  affirmative  ac- 
tion plans  that  are  best  suited  to  their 
particular  situations.  In  this  manner,  the 
Council  believes  that  affirmative  action 

programs  will  best  serve  the  goal  of  equal 
employment  opportunity. 

Respectfully  submitted. 

Harold  R.  Tyler,  Jr.. 

Deputy  Attorney  General  and 
Chairman  of  the  Equal  Em- 
ployment Coordinating  Coun- 
cil. 

Michael  H.  Moskow. 

U nder  Secretary  of  Labor. 

Ethel  Beht  Walsh. 

.Acting  Chairman,  Equal  Em- 
ployment Opportunity  Com- 
mitsion. 

^ Robert  E.  H.^-mpton. 

ChairTTian.  - 
Civil  Service  Commission. 
A.p.thur  E.  Flcmmihc. 

Chairman. 

Commission  on  Civil  Rights. 

Because  of  its  equal  employment  op- 
portunity re-'Honsibililies  under  the  State 
and  Local  Government  Fiscal  .Assistance 
Act  of  1972  <the  revenue  sharing  act), 
the  Department  of  Treasury  was  in- 
vited CO  participate  in  the  forrr.ulaf.cn 
of  tins  policy  statement:  and  it  conc'urs 
and  joins  in  the  adoption  of  this  policy 
statement. 

Done,  this  2Sth  day  of  .-Lugust  1976. 

P.iCHARD  Albrecht. 

General  Counsel. 

Department  of  the  Treasury. 
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City  and  County  of  San  Francisco 


Civil  Service  Commission 
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FROM 


May  19,  1977 


All  Appointing  Officers 
Departmental  Personnel  Officers 
Employees  and  Employee  Organization  Representatives 

John  J.  Walsh 

General  Manager,  Personnel 


JUi'l  1 A iJ/~ 


SUBJECT  ^Proposed  Amendments  to  Civil  Service  Commission  Rule  2 
‘'^Definition;  Rule  6 Disciplinary  Hearings;  and  Rule  32 
Lay-Off 


At  its  meeting  of  May  16,  1977  the  Civil  Service  Commission  had 
for  its  consideration  proposed  amendments  to  Civil  Service  Commission 
Rule  2 Definitions;  Rule  6 Disciplinary  Hearings;  and  Rule  32  Lay-Off. 

A copy  of  the  proposed  changes  are  attached  for  your  review. 

It  was  the  decision  of  the  Civil  Service  Commission  to  order 
that  the  proposed  Rule  amendments  be  posted  for  adoption  at  its  meeting 
of  June  6,  1977.  Requests  to  meet  and  confer  should  be  made  in  writing 
and  sent  to  Room  151  - City  Hall,  Attention:  Rules  Committee. 


JJWrtg 

Attachment 


CDLIL  SERVICE  COMMISSION 


hn  J.  W^h 

'eneral  Meager,  Personnel 


(415)  558-5524 


Room  151  City  Hall 


San  Francisco  94102 
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10,  1977 

ST\FF  REPORT 


TO 


The  Honorable  Civil  Service  Commission 


FROM 


RULES  REVISION  COMMITTEE 


THROUGH  : John  J.  Walsh,  General  Manager,  Personnel 


SUBJECT 


PROPOSED  AMENDMENT  TO  CIVIL  SERVICE  COMMISSION  RULE  32.06  AND  DELETION  OF 
RULE  32.02 


RECOMMENDATION:  ADOPT  STAFF  REPORT:  POST  FOR  ADOPTION  AT  THE  MEETING  OF  JUNE  6,  1977 

Attached  for  your  review  is  a proposed  modification  of  Civil  Service  Commission  Rule 
32o06  governing  lay-off  of  persons  appointed  to  positions  requiring  special  qualifications 
or  skills.  As  proposed.  Rule  32.06  provides  a mechanism  for  continuing  the  employment  of 
persons  who  have  special  qualifications  and  skills  when  those  requirements  are  necessary 
for  accomplishing  the  duties  of  a position.  The  proposed  Rule  gives  the  General  Manager, 
Personnel,  authority  to  determine  if  the  specialty  is  inherent  in  the  position,  subject 
to  appeal  to  the  Civil  Service  Commission.  Civil  Service  Commission  Rule  32.02 
currently  contains  similar  language  to  Rule  32.06.  The  staff  recommends  that  it  be 
deleted. 

Seetien  32t02.  LAV-0FF  - PERMANENT  APP9INTEE  - EXEMPT  WAIVER  PQSITIQNS  - B¥  DEPARTMENT 

fcay-eff  ef  permanent  appointees  certified  en  a requisition  requiring  special 
edueatien,  training- er  experienee,  pursuant  te  the  previsions  ef  Rule  14,  Seetien  14.01 
■(d^,  shall  be  laid  off  when  the  work  requiring  sueh  speeial  qualifieatiens  is  completed, 
provided  that  sueh  appointees  shall  have  rights  te  eentinued  employment  within  their 
elassifieatien  in  positions  where  a specialty  is  net  required  if  there  are  employees  in 
sueh  positions  who  have  a later  date  of  appointment. 

SECTION  32.06.  LAY-OFF 

a.  A PERSON  APPOINTED  TO  A REQUISITION  REQUIRING  SPECIAL  QUALIFICATIONS  OR  SKILLS 

SHALL  BE  LAID  OFF  WHEN  THE  WORK  REQUIRING  SUCH  SPECIAL  QUALIFICATIONS  OR  SKILLS 

IS  COMPLETED,  PROVIDING  SUCH  APPOINTEES  SHALL  HAVE  RIGHTS  TO  CONTINUED  EMPLOY- 
MENT WITHIN  THEIR  CLASSIFICATION  IN  POSITIONS  WHERE  THE  SPECIAL  QUALIFICATIONS 

OR  SKILLS  ARE  NOT  REQUIRED  IF  THERE  ARE  LESS  SENIOR  EMPLOYEES  IN  THE  CLASSIFI- 

CATION AND  DEPARTMENT. 

b.  IN  THE  EVENT  OF  A LAY-OFF,  A PERSON  APPOINTED  TO  A POSITION  REQUIRING  SPECIAL 

QUALIFICATIONS  OR  SKILLS  AS  APPROVED  BY  THE  GENERAL  MANAGER,  PERSONNEL,  SHALL 

CONTINUE  IN  THE  POSITION  UNLESS  A MORE  SENIOR  EMPLOYEE  IN  THE  CLASSIFICATION 

AND  DEPARTMENT  IN  WHICH  THE  LAY-OFF  OCCURS  POSSESSES  THE  SAME  QUALIFICATIONS 

AND  SKILLS.  THE  GENERAL  MANAGER,  PERSONNEL,  MAY  ADMINISTER  SUCH  TESTS  AS 

DEEMED  NECESSARY  TO  DETERMINE  POSSESSION  OF  SPECIAL  QUALIFICATIONS  AND  SKILLS. 


Respectfully  ..Siibmitted, 


iMtjjilut;!  , v.,ujuiii±  L Lee 


Kathy  Rqpde,  Personnel  Analyst 
Member,  Rules  Committee 


Albert  C.  Walker,  Assistant  Secretary 
Chairman,  Rules  Committee 
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May  11,  1977 

STAFF  REPORT 


TO 


The  Honorable  Civil  Service  Commission 


FROM 


Rules  Revision  Committee 


THROUGH 


John  J,  Walsh 

General  Manager,  Personnel 


SUBJECT  : PROPOSED  AMENDMENT  TO  CIVIL  SERVICE  COMMISSION  RULE  2 


With  the  passage  of  Proposition  E - Rule  of  Three  (November,  1976  Election) 
major  revisions  to  the  certification  and  appointment  procedures  were  required. 
Significant  amendments  to  Civil  Service  Commission  Rules  were  proposed  to 
implement  the  Rule  of  Three.  These  changes  were  adopted  on  January  3,  1977. 
Certification  under  the  Rule  of  Three  has  now  been  in  effect  for  over  four  months. 

Our  experience  to  date  with  the  Rule  of  Three  has  indicated  deficiencies  in 
other  rules.  The  Civil  Service  Commission  Rules  were  written  to  implement  a 
Rule  of  One  system  under  which  certification  from  a list  of  eligibles  was  tanta- 
mount to  appointment  to  a position.  Consequently,  the  Rules  used  the  words 
"certify”  and  "appoint"  interchangeably.  It  is  now  necessary  to  glean  the  Rules 
to  ensure  that  these  critical  words  are  used  with  precision.  In  order  to  attain 
such,  it  is  required  that  there  be  accurate  definitions  of  the  various  concepts 
used  in  the  Rules.  It  is  proposed  that  the  following  modifications  to  certain 
definitions  in  the  Civil  Service  Commission  Rule  2 be  made  to  provide  for 
appropriate  useage  and  standardization  of  terminology  throughout  the  Rules.  It 
is  also  proposed  to  amend  the  definitions  of  Seniority  to  accommodate  the  fact 
that  under  the  Rule  of  Three  eligibles  may  be  "certified"  over  and  over  again 
before  being  appointed,  and  that  there  may  be  several  "certification  dates." 

NOTE:  Additions  or  substitutions  are  indicated 

bold-face  type;  deletions  are  indicated 
by  — - 

Section  2.02A  APPOINTMENT  DATE  THE  DATE  ON  WHICH  AN  APPOINTING  OFFICER 

NOTIFIES  THE  CIVIL  SERVICE  COMMISSION  OF 
HIS/HER  SELECTION  FROM  A LIST  OF  ELIGIBLES 

CERTIFIED  BY  THE  CIVIL  SERVICE  COMMISSION. 

Section  2.03A  CERTIFICATION  DATE  THE  DATE  ON  WHICH  THE  CIVIL  SERVICE  COMMISSION 

NOTIFIES  AN  APPOINTING  OFFICER  OF  THE  NAME(S) 
OF  ELIGIBLE (S)  FROM  WHICH  APPOINTMENT (S)  CAN 
BE  MADE  TO  FILL  POSITION(S). 
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Section  2.26.1  SENIORITY-CIVIL  SERVICE 


a)  PERMANENT 


b)  TEMPORARY  FROM 
ELIGIBLE  LIST 


c)  LIMITED  TENURE 


Section  2,21k  START  WORK  DATE 


Section  2.29  VALIDATION  DATE 


Seniority  shall  be  determined  by  the  date 
0^  eerti^ieatiGH  te  ^ APPOINTEE  STARTS 
TO  WORK  IN  a permanent  position  in  a 
classification  in  a department.  In  the 
event  of  identical  eertifieatien  dates, 
seniority  shall  be  determined  by  rank 
on  the  eligible  list,  the  higher  eligible 
being  the  senior,  (amended  11/15/76) 

Seniority  shall  be  determined  by  the  date 
ef  eertifieatien  te  ^ APPOINTEE  STARTS 
TO  WORK  IN  a temporary  position  in  a 
classification  in  a department.  In  the 
event  of  identical  eertifieatieH  dates, 
seniority  shall  be  determined  by  rank 
on  the  eligible  list,  the  higher  eligible 
being  the  senior,  (amended  11/15/76) 

Seniority  shall  be  determined  by  the  date 
ef  eertifieatien  te  ^ APPOINTEE  STARTS 
TO  WORK  IN  a position  in  a classification 
in  a department  ON  A LIMITED  TENURE  BASIS. 
Seniority,  in  the  event  of  ties,  shall  be 
determined  by  the  appointing  officer, 
(amended  11/15/76) 

THE  DATE  ON  WHICH  ^ APPOINTEE  ^ FIRST 

REPORTED  ON  THE  TIMEROLL  ^ WORKING. 

THE  DATE  ON  WHICH  THE  CIVIL  SERVICE 
COMMISSION  NOTIFIES  AN  APPOINTING  OFFICER 
THAT  IT  HAS  APPROVED  AN  APPOINTMENT. 


RECOMMENDATION : It  is  respectfully  recommended  that  the  Civil  Service  Commission  order 

these  proposed  changes  posted  for  adoption  at  the  meeting  of  June  6,  1977  and  that  all 
interested  parties  including  recognized  employee  groups  be  notified  that  the  staff  is 
available  to  meet  and  confer  on  these  suggested  changes  prior  to  the  June  6th  meeting. 

Respectfully  submitted. 


CIVIL  SERVICE  COMMISSION- r 

Albert  C.  Walker,  Assistant  Secretary 
Chairman,  Rules  Committed 


Thomas  H.  Poulas,  Principal  Personnel  Analyst 
Member,  Rules  Committee 
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To  : 

Civil  Service  Commission 

Through : 

John  J.  Walsh 

General  Manager,  Personnel 

From  : 

Thomas  H.  Poulas 

Principal  Personnel  Analyst 

SUBJECT: 

PROPOSED  AMENDMENT  TO  CIVIL  SERVICE  RULE  6, 
FOR  DISMISSAL  OF  REGULAR  PERMANENT  EMPLOYEE 
PROCEDURE  FOR  APPEAL. 

SECTION  6.06,  PROCEDURE 
AND  SECTION  6.07, 

RECOMMENDATION:  POST  TWO  WEEKS  FOR  REVIEW. 

In  November,  1976,  the  electorate  passed  the  proposed  Charter 
amendment.  Proposition  "C",  amending  Charter  Section  8.341,  Dismissal  for 
Cause.  This  Charter  Section  now  requires  all  hearings  of  dismissals  for 
cause  to  be  conducted  by  a qualified  and  unbiased  hearing  officer  employed 
under  contract  by  the  City  and  County  and  selected  by  procedures  set  forth 
in  the  rules  of  the  Civil  Service  Commission.  The  decision  of  the  hearing 
officer  is  final  unless  the  dismissed  employee  appeals  to  the  Civil  Service 
Commission.  The  Civil  Service  Commission  shall  examine  into  the  case  and 
may  require  the  hearing  officer  to  furnish  record  of  the  hearing  and  may 
require  any  additional  evidence  it  deems  material  under  conditions  established 
by  the  rule  of  the  Civil  Service  Commission. 

The  following  amendments  are  recommended  in  order  to  conform  to 
Charter  Section  8.341: 

NOTE:  Additions  or  substitutions  are  indicated 
by  bold-faced  type;  deletions  are 
indicated  by  CC^ouble  parentheses)). 

RULE  6. 

SEPARATION  HEARINGS  AND  PROCEDURES  EXCLUDING 
DISCIPLINARY  ACTION  AGAINST  STRIKING  EMPLOYEES 
UNDER  CHARTER  SECTION  8.346. 

Section  6.06  PROCEDURE  FOR  DISMISSAL  C(BY  APPOINTING  OFFICER))  OF  REGULAR 
PERMANENT  EMPLOYEE. 

A regular  permanent  employee  may  be  discharged  for  cause  upon 
written  charges  and  after  an  opportunity  to  be  heard  in  her/his  own  defense, 
(amended  2/2/76) 

When  the  charges  are  made,  the  appointing  officer  shall  notify  the 
person  accused  in  writing  of  the  time  and  place  where  tke  charges  will  be  heard 
by  mailing  such  statement  to  her/his  last  known  address.  The  person  accused 
may  be  represented  by  counsel  or  other  representatives  of  her/his  own  choosing, 
(amended  11/51/76) 
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THE  CIVIL  SERVICE  COMMISSION  SHALL  CONTRACT  WITH  THE  AMERICAN 
ARBITRATION  ASSOCIATION  AND  THE  STATE  CONCILIATION  SERVICE  FOR  SERVICES  OF  HEARING 

OFFICERS. 


APPOINTING  OFFICERS  SHALL  ARRANGE  FOR  AN  IMPARTIAL  HEARING 
OFFICER  FROM  EITHER  THE  AMERICAN  ARBITRATION  ASSOCIATION  OR  STATE  CONCILIATION  SERVICE 
AND  THE  DEPARTMENT  SHALL  PAY  ALL  HEARING  COSTS,  INCLUDING  THE  COST  OF  PREPARATION 

OF  THE  RECORD  OF  THE  HEARING  IF  REQUIRED. 


WHEN  CIRCUMSTANCES  WARRANT,  APPOINTING  OFFICERS  MAY  EMPLOY  QUALIFIED 
AND  UNBIASED  HEARING  OFFICERS  UNDER  PERSONAL  SERVICES  CONTRACT  SUBJECT  TO  THE 
REVIEW  AND  APPROVAL  OF  THE  GENERAL  MANAGER,  PERSONNEL. 


The  CCappointing  officer))  HEARING  OFFICER  shall  publicly  hear 
and  determine  the  charges  and  may  exonerate,  suspend,  or  dismiss  the  accused, 
(amended  2/2/76)  THE  APPOINTING  OFFICER  SHALL  NOTIFY  THE  EMPLOYEE  OF  THE 
DECISION. 


The  Personnel  Department  shall  be  informed  of  all  notifications  and 
actions  at  the  same  time  the  employee  is  so  notified. 


Section  6.07.  PROCEDURE  FOR  APPEAL  FOLLOWING  DISMISSAL  OF  REGULAR  PERMANENT 

EMPLOYEE. 

If  a hearing  by  an  ((appointing  officer))  HEARING  OFFICER  results 
in  the  dismissal  of  a regular  permanent  employee,  the  finding  of  the  ((appointing)) 
HEARING  officer  shall  be  final  unless  within  thirty  (30)  days  of  the  date  of 
the  written  notice  of  dismissal,  the  dismissed  employee  appeals  to  the  Commission. 
The  written  notification  shall  indicate  the  employee's  right  to  appeal  the 
dismissal  to  the  Civil  Service  Commission  within  thirty  (30)  days  from  the 
date  of  such  notice. 

The  appeal  ((and  all  proceedings) ) shall  be  in  writing  and  shall 
briefly  state  the  grounds  therefor.  The  Commission  shall  review  the  case  and 
may  require  the  appointing  officer  to  furnish  a record  of  the  hearing  CONDUCTED 
BY  THE  HEARING  OFFICER  and  any  additional  evidence  in  writing  it  deems  material. 

The  Commission  shall  make  such  decision  as  it  deems  just. 

The  decision  shall  be  final  and  shall  be  immediately  enforced  by 
the  appointing  officer. 

If  the  Commission  shall  revise  or  alter  the  finding  of  the 
((appointing))  HEARING  officer,  it  may  order  that  the  employee  affected  be 
paid  salary  from  the  time  of  discharge  or  suspension,  (amended  11/15/76) 
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City  and  County  of  San  Francisco 


Civil  Service  Commission 


May  19,  1977 


TO 


All  Appointing  Officers 
Departmental  Personnel  Officers 

Employees  and  Employee  Organization  Representatives 


FROM  : John  J.  Walsh 

General  Manager,  Personnel 

SUBJECT  : Amendment  to  Civil  Service  Commission  Rule  3.06  - 
Secretary  Pro  Tern 


At  its  meeting  of  May  16,  1977  the  Civil  Service  Commission 
adopted  a proposed  amendment  to  its  Rules  by  modifying  Civil  Service 
Commission  Rule  3,  Section  3.06.  Attached  is  a revised  Page  6 of  the 
Rules  incorporating  those  changes.  Please  substitute  this  page  for 
the  page  currently  in  your  Rule  Book. 
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Attachment 


(415)  558-5524 


Room  151  City  Hall 


San  Francisco  94102 
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The  General  Manager,  Personnel,  shall:  (amended  11/15/76) 

1.  Determine  the  examinations  to  be  conducted. 

2.  Determine  the  minimum  qualifications  of  applicants;  the  subjects  to  be 
covered  in  each  examination;  methods  of  testing,  and  the  relative  weights. 

■?.  Prepare,  post  and  distribute  to  appropriate  departments  bulletins 
announcing  examinations. 

4.  Prepare  the  content  or  questions  to  be  used  in  each  examination,  together 
with  the  standards  or  key  answers. 

5.  Make  arrangements  for  and  supervise  the  conduct  o-P  the  examination, 
appointing  experts,  special  examiners,  and  other  persons  as  he  deems  necessary, 
(amended  11  MS/ "’6) 

6.  Grade  examination  papers,  evaluate  the  qualifications  of  applicants, 
and  set  passing  marks.  (amended  ll/15/'’b) 

Pass  upon  all  questions  relating  to  the  eligibility  of  applicants;  the 
determination  of  next  lower  ranks  in  promotive  examinations;  the  admissibility  of 
applicants  to  the  examination;  extensions  of  time  and  all  questions  arising  during 
the  course  of  an  examination,  subject  to  appeal  to  the  Commission  as  provided  in 
Rule  5,  Section  5.D6. 

j)  Perform  all  functions  necessary  for  the  proper  implementation  of  these  rules 
and  the  provisions  of  the  Charter  relating  to  Civil  Service  administration,  and 
such  additional  duties  as  may  be  assigned  by  the  Commission.  (amended  11/15/76) 

Section  3.05.  ASSISTANT  GENERAL  MANAGER,  PERSONNEL 

In  the  absence  of  the  General  Manager,  Personnel,  the  Assistant  General  Manager, 
Personnel  shall  have  all  of  the  powers  and  duties  of  the  General  Manager,  Personnel. 

Section  3.06.  ACTING  GENERAL  MANAGER  (amended  5/16/77) 

In  the  absence  of  the  General  Manager,  Personnel,  and  the  Assistant  General 
Manager,  Personnel,  the  General  Manager,  Personnel,  shall  appoint  a Division  Manager, 
Personnel  or  an  Assistant  Division  Manager,  Personnel,  to  Acting  General  Manager, 
Personnel,  until  their  return. 


RULE  4 

MEETINGS  OF  THE  COMMISSION 
Section  4.01.  REGULAR  MEETINGS 

Regular  Meetings  shall  be  held  on  the  first  and  third  Monday  of  each  month  at 
2:00  P.M..  in  Room  282,  City  Hall,  or  at  such  other  day,  time,  or  place  as  the 
Commission,  at  a prior  Regular  Meeting  may  designate.  (amended  11/15/76) 

Any  change  of  time  or  place  of  meeting  shall  be  posted  on  the  door  of 
Room  282. 

When  a Regular  Meeting  day  falls  on  a holiday,  the  Commission  shall  meet  on 
the  next  succeeding  business  day,  unless  at  a prior  Regular  Meeting  it  designates 
some  other  day  for  its  meeting. 
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City  and  County  of  San  Francisco 


Civil  Service  Commission 


June  5,  1982 


TO: 


Appointing  Officers 
Departmental  Personnel  Officers 


1 5 


PROM:  John  J.  Walsh 

General  Manager,  Personnel 


SUBJECT:  PROPOSED  AMENDMENTS  TO  CIVIL  SERVICE  COMMISSION 
RULES  RELATING  TO  EMPLOYEE  SEPARATIONS. 


Attached  for  your  review  is  a draft  of  proposed  amendments  to 
the  Civil  Service  Commission  Rules  relating  to  separations  from  the 
Service:  Rule  6 - Separation  Hearings  and  Procedures,  Rule  25  - 
Absence  Prom  Duty  Without  Leave  (Automatic  Resignation),  and  Rale  33  - 
Resignation. 

These  Rules  have  been  reviewed  to  develop  an  alternate  procedure 
to  the  current  requirement  that  the  Civil  Service  Commission  calendar 
and  hear  every  separation  matter.  While  the  practice  of  hearing  the 
termination  of  promotive  probationary  appointees  has  been  continued  in 
the  proposals  due  to  Charter  mandate,  all  other  separation  hearings 
have  been  delegated  to  a hearing  officer  who  will  hear  the  case  and 
submit  written  recommendations  and  reasons  for  those  recommendations 
to  the  Commission.  The  matter  would  then  be  calendared  with  the  hearing 
officers  recommendations  for  Civil  Service  Commission  action.  The 
Commission  would  not  take  testimony  or  conduct  a hearing  unless  a ma- 
jority of  the  Commission  so  ordered. 

In  addition,  there  would  be  no  hearings  conducted  under  the  pro- 
posals unless  a separated  employee  requests  such  a hearing.  Failure  to 
request  a hearing  within  fourteen  (14)  calendar  days  (two,  weeks)  would 
result  in  the  "full  treatment"  which  would  automatically  be  applied  under 
the  proposed  Rule  changes.  This  would  significantly  reduce  if  not  elim- 
inate the  "no  shows"  and  make  it  possible  to  anticipate  turn  out  and  to 
calendar  a reasonable  number  of  cases  per  session  for  the  hearing  officer. 

The  source  of  hearing  officers  would  be  the  Civil  Service  Commission 
panel  of  hearing  officers  selected  under  current  Rule  6,  Section  6.O6,  to 
hear  and  determine  charges  for  dismissal  against  permanent  employees.  It 
is  intended  to  canvass  the  dozen  or  so  hearing  officers  to  determine 
interest  in  participating  in  this  new  process  and  to  rotate  hearings  among 
them.  Departments  would  be  assessed  a fee  per  termination  calendared  for 
hearing  to  compensate  the  hearing  officer.  Preliminarily,  this  fee  would 
be  approximately  $25-00  to  $30.00  per  case.  The  court  reporters  fee  would 
be  included  in  the  fee  on  a pro  rata  basis. 

Other  changes  include  standard! zatidn  of  the  appeal  period  to 
fourteen  (14)  calendar  days  (two  weeks)  for  all  transactions,  up- 
dating to  reflect  Charter  changes,  and  recodification  where  required. 

This  draft  is  being  circulated  within  the  City  and  County  Service 
for  informal  comment  prior  to  being  posted  for  meet  and  confer/con- 
sultation.  As  the  Civil  Service  Commission  is  anxious  to  move  these 
changes  along  and  expects  to  post  the  proposals  for  meet  and  confer 
at  its  meeting  of  June  21,  your  prompt  review  would  be  appreciated. 

In  order  to  incorporate  any  suggestions  into  the  proposal  prior  to 
posting,  it  is  required  that  your  comments  be  received  by  Monday, 

June  14-  Questions  can  be  directed  to  A1  Walker,  Assistant  Secretary, 
Civil  Service  Commission,  at  Centrex  (558)  2327. 
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(DRAFT,  5/57/82) 


Proposed  Amendments  to  Civil  Service  Commission  Rule  €•  - 
SEPARATION  HEARINGS  AND  PROCEDURES  EXCLUDING 
DISCIPLINARY  ACTION  AGAINST  STRIKING  EMPLOYEES  UNDER 
CHARTER  SECTION  8.346. 

Additions  are  in  UEEEB£ASE_AND_UfcfDEBLiNED ? 

Deletions  are  shown  by  ((Double  Brackets)) 

Section  6.01.  RULES  OF  PROCEDURE  GOVERNING  SEPARATIONS 
( (HEARINGS) ) 

A.  Procedures  1,N  THIS  RULE  govern  ((ing  the 
following  ) ) employees(  ( : ) ) Ity_IhjE_EaLLDWiNQ_SIAIUSES : 

1.  Regular  Temporary  iCEBIlEIED.IEtlEQBAEl'i. 

2.  Limited  Tenure 

3.  Probationary  Entrance 

4.  Probationary  Promotive 

5.  Permanent 

B . NailEiC^IiQN-QE-IEBiniNAIlQN 

IjL  A notice  of  termination  on  the  ((proper 
Personnel  Department))  form  £BESCBIBED_EY_IHE_GENEBAL_tlAblAeEBji. 
EEBSQNNEL  from  the  appointing  officer  to  the  employee  detailing 
the  specific  reason(s)  for  the  termination,  shall  serve  as 
official  notice  of  such  termination. 

Sjl  The  notice  of  termination  shall  be  sent  IQ 
lUE-EtlELDYEE  by  certified  mail  or  BE  personally  delivered. 
((Copies  of  the  termination  form  must  be  filed  in  the  Personnel 
Depar  tment . ) ) 
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3j.  The  stated  reason(s)  for  the  termination 


must  be  enumerated.  Records  of  warnings,  reprimands  and  previous 
suspensions,  if  applicable  to  the  reasons  for  termination,  must 
be  attached  to  the  termination  form. 

^^__IhlE_CiyiL_SEByiCE_CDmiSSIQN_Sai3tLL_BE 

NQIIEIED_aE_IHE_IEBtlIN(^IlQa_£IdULIi5!blEQUSLY_i4/I.ia_iyE„DELiyEBY_QB 

M6ILItJQ_ID_iaE_Et!lELQYEE_ia_(^C£QBD^a£E_WlIH_EBQCEDUBES_EBESEBIEED 

eY_IHE_QENEB(^L_Mi^N^QEBj._EEaSQatNlEL^ 

E^__EZQEEI_EQB_EBQtnQII^E_EBQB(^IIQN(5iBY 

Et!)ELDYEE£x_iyE_IEBI3IN6IED_£inELQYEE_Sa.5»LL_BE_aQIIEIED_ia($iI_aEZSUE 

H6S_IHE_BIQUI_WIiaiN_EDUBIEEa_ii:^tl_£6LEaD6B_DAYS_QE„iyE_EEEECIiyE 

DAIE_DE_iyE_IEByiy£iIIQy_ia_BEQUESI_i^_BEyiEW_^S_ERQ:!^IDED_iy_iyiS 

BULE^__Ei^lLUBE_ID_BEQUE£I_!$._yEaBiyQ_WIiyiy_iyE_EOUBIEEy_li^I_DeiY 

EERIDD_WlLL_CDySIIIUIE_($i_y(^iiyEB_QE_iyE_EIQyi_IQ_BEI:.!:iEW_(^CC!_iyE 

BIQyi_.ID_(^_yE<^BINC^ 

&^__EEQyQIi:y!E_EBaB^IIQy^BY„EyELQYEE£_Syi$iLL_.BE 

yQIIElED..QE_iyE_BIQyi_QE_^EEE^L_i^yD_yE6BiyG_EEEaBE_..iyE_i:iyiL 

SEByi£E_£ayyiS£IDN_(^S_EBDyiDED_iy_Qyi^BIEB_£ECII0y_.S^34Q^ 

( (The  termination  must  be  approved  in  accordance 
with  Section  3.501  of  the  Charter.  (amended  11/15/76))) 

((The  notice  of  termination  must  include  the  following 
information:  (amended  11/15/76))) 

((1.  The  employee  has  the  right  to:  (amended 

11/15/76))) 
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( (a 


A hearing  before  the  Civil  Service 


Cominission.  The  decision  of  the  Civil 
Service  Commission  may  affect  any 
future  employment  with  the  City  and 
County  of  San  Francisco.)) 

((b.  Representation  by  an  attorney  or 

authorized  representative  of  her/his 
own  choice  at  the  inquiry.)) 

((c.  Notification  of  date^  time  and  place 
of  inquiry  a reasonable  time  in 
advanc e . ) ) 

((d.  Inspection  by  employee's  attorney  or 
authorized  representative  of  those 
records  and  materials  in  the  Civil 
Service  Commission  Office  which  relate 
to  the  termination.)) 

< (S.  Any  interested  party  may  request  a 

continuance  of  the  inquiry.)) 

((3.  The  stated  reason(s)  for  the 

termination  must  be  enumerated. 

Records  of  warnings^  reprimand  and 
previous  suspensions^  if  applicable  to 
the  reasons  for  termination,  must  be 
attached  to  the  termination  form.)) 

<(4.  To  the  extent  practicable,  the 

departmental  representative  who  has 
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the  most  complete  personal  knowledge 
of  the  facts  which  constitute  the 
basis  for  the  termination  shall  appear 
when  the  matter  is  to  be  considered  by 
the  Commission.  The  matter  will  be 
heard  in  accordance  with  Rule  5, 

Section  5.13.  Interested  parties  may 
record  the  inquiry  if  they  provide  the 
necessary  equipment.)) 

Section  6.03.  PROCEDURE  FOR  TERMINATION  OF  ((REGULAR))  QEBIIEIED 
TEMPORARY  EMPLOYEE 

A ((regular))  temporary  employee  CEBIlElED„i5Ci!D 
(5EE0IblIED_EBD!!l_^_LI£I_QE_ELI£IELES  may  be  terminated  by  an 
appointing  officer  WIia_IUE_i5EEBDyi5L_QE_IHE_CmEE..,^Dl!liNI£IBi5Il!!.i:E 
□EEICEBx_BD6BD_aB_CQdai££lDN_(^E_BEQUlBED_BY_CU(^BIEB_SE£I10N_£^EQi^ 
Ea  The  notification  and  hearing  procedure  EQB_ItlE 
DEIEBMIN^IiaU-QE.EUIUBE-EdELQYABlLIIY  shall  be  in  accordance  with 
the  provisions  of  ((Rule  6?  Section  6.01))  Iidl£_BULE-  (((amended 
11/15/76) ) ) 

Cjl  The  Commission  shall  take  one  or  more  of  the 
following  actions:  (((amended  11/15/76))) 

((a)))  Declare  the  person  dismissed 

from  the  service  and  remove  the 
name  of  the  person  from  the 
eligible  list  EBDM_WUICU 


I5EEQINIED. 


*»•»»  '•!  t %fi%'.  i<fi'«(.t ''  « ifl  f[ ' ■'■'H'«ii4  ■ ■•  ^ i;^'» «J 
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.;r'  ' /'; 

.X>iX 


Sect.!  on 


(<b)))  Order  the  name  of  the  person 

removed  from  any  other  list  or 
lists  on  which  the  person  has 
eligibility. 

((c)))  3j.  Restrict  participation  in 

((further))  examinations  as 
((it))  deemED((s))  appropriate. 
((d)))  :3:jl  Return  the  name  of  the  person 

to  the  eligible  list  from  which 
appointed  without  restriction, 
or  under  such  conditions  for 
further  appointment  as  deemed 
appropriate. 


PROCEDURE  FOR  TERMINATION  OF  LIMITED  TENURE 


EMPLOYEE 

Ajl  a limited  tenure  employee  may  be  terminated 
for  good  cause  by  an  appointing  officer  at  any  time  with  the 
approval  of  the  Commission. 

Ej.  The  notification  and  hearing  procedure  FOR 
AP.EBQyAL_aE_ItiE_IEBMINAIiQi:il_AND_DEIEBtniNAIIDbl_QE_EUIUBE 
EMELDYASILilY-Shal 1 be  in  accordance  with  the  provisions  of  IfcllS 
Rule  ((€■,  Section  €■  .01)) 

Cj.  The  Commission  shall  take  one  or  more  of  the 
following  actions: 

((a)))  Ij.  Approve  the  termi nat i onji.  ((and)) 

((d)))  Declare  the  person  dismissed 

from  the  Service. 
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(<b)))  Order  the  name  of  the  person 

removed  from  any  ((regular)) 
eligible  list  or  lists  on  which 
the  person  may  have  standing, 
(((amended  11/15/76))) 

((c)))  Restrict  participation  in 

((further))  examinations  as 
((it))  deem£D((s>)  appropriate. 
((d)))  Disapprove  the  termination  and 

reinstate  the  appointee  to  IfcjE 
the  department  EBQb 

Section  6.04.  PROCEDURE  FDR  TERMINATION  OF  Et!lELDYEE_£EB^INe_Abl 
ENIBANCE  PROBATIONARY  EEBIQDj._EXCEEI_EQB_MEtriBEBS 
□E_IbE_UNEOBtIED_BANb:S_QE_iyE_EQLIQE_ACC!_EIRE 
DEEABIbENIS  ((EMPLOYEE  IN  AN  ENTRANCE 
CLASSIFICATION. ) ) 

Aj.  An  employee  serving  ((in))  an  entrance 
((classification))  EBQEAIIDNABY-AEEQIbltlEbl  may  be  terminated  by 
the  appointing  officer  at  any  time  during  the  probationary  period. 

Ea  The  notification  and  hearing  p r ocedur e ( ( s ) ) 
EDR_DEIEBtllNAIlQb_DE_EUIUBE_Et3ELDYAEILiIY  shall  be  in  accordance 
with  Section  8.340  of  the  Charter  and  with  the  provisions  of  THIS 
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Rule.  ((6,  Section  6.01)) 
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Cjl  The  Commission  shall  take  one  or  more  of  the  following 


actions : 


Sect i on 


((a)))  ij.  Declare  the  person  dismissed? 

or  return  the  name  to  the 
eligible  list  from  which 
appointed  under  such  conditions 
for  further  appointment  <(it)) 
deemED(<s))  appropr iate^C ( ? 
provided  that  certification  to 
the  same  position  will  not  be 
made  if  the  termination  was  for 
disciplinary  reasons.)) 

((b)))  Order  the  name  of  the  person 

removed  from  any  ((regular)) 
eligible  list  or  lists  on  which 
the  person  may  have  standing, 
(((amended  ll/lS/76))) 

((c)))  Sjl  Restrict  participation  in 

((further))  examinations  as 
((it))  deem£D((s))  appropriate. 

.05.  PROCEDURE  FOR  ($|PEE6L_^blD  HEARING  FOLLOWING 

TERMINATION  OF  EMPLOYEE  SERVING  (5_EB:atlQIlQN6L 
PROBAT I ONaBY_EEBlDD  ((IN  A PROMOTIONAL 
CLASSIFICATION) ) EXCEEI_EQB_tlEtlEEBS_QE_IfclE 
UbllEDBtlED..Bi5CilBS_QE_IdE_EDLIQE_£iND_EIBE_DEE<^BIdENIS 
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<<a))  An  employee  serving  ((probation  in))  a 

promotional  ( ( c lassif  ication ) ) EBQSAIIQtslABY-EEBlQD-lbl-A 

CLAS£IEICAIIQN_QIIiiEB_I!d^W_AS_A_l3EtIEEB_QE_ItiE_UNIEQBl!lED_BACilBS_QE 
IfclE_EQLlQE_AND_EIBE_DEEABItr!E!^I£  may  be  terminated  by  the 
appointing  officer  at  any  time  during  the  probationary  period. 

The  termination  shall  be  in  accordance  with 
Section  S.340  of  the  Charter  and  applicable  procedures  in  ItllS 
Rule  ((€.,  Section  6.01)). 

Cj.  The  employee  shall  have  the  right  of  appeal 
and  hearing  before  the  Commission. 

Dj.  Notice  of  appeal  shall  be  filed  in  writing 
((in))  Wllhl  the  Civil  Service  ((Department))  CQtdtdlSSIQN  within 
EDUBIEEtJ_ii41  ((ten  (10)))  working  days  (excluding  Saturdays? 
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Sundays  and  Holidays)  following  the  date  of  termination  of 
appointment . 

Ej.  The  Commission  will  announce  the  time  and 
place  of  hearing  which  shall  be  as  soon  thereafter  as  convenient 
to  all  parties. 

Ejl  The  Commission  shall  render  its  decision 
within  thirty  (30)  days  after  receipt  of  the  notice  of 
termination,  and 

(((a)))  ij.  ( (m)  )tlay  direct  such  person 
dismissed,  or 

(((b)))  Ej.  ((d))  Declare  such  person  reinstated 
in  the  position  and  may  order  that 
the  employee  be  paid  salary  from  the 
time  of  termination  of  ap p op  in tment , 
or 

(((c)))  ((o))Qrder  the  return  of  such  person 

to  ((the))  ^ position  IN  THE  CLASS 
from  which  promoted 
DiSCBEIiQN_BEIUBbl_IhiE_N6inE_IQ_IbE 
LISI_QE_ELIQIBLES_EQB_IHE_£L(^SS_EBaM 
WdlCH-IEBtllN^IED. 

Gj.  The  decision  of  the  Commission  QR  THE  ACTION 
I6BEN_lN_iyE_E:^ENI_lN!Q_i^EEE6L_iS_ElLED  shall  be  final 
BECQNSlDEB(^IIGN_BEQUESI_Stl^LL_BE_6LLDWED* 

Ua  Pending  decision  of  the  Commission,  the 
appointing  officer  has  the  option  to  restore  the  employee  to  duty 
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in  a position  in  the  class  from  which  promoted.  If  the  position 
was  under  another  appointing  officer,  that  appointing  officer's 
approval  to  such  reinstatement  shall  be  required. 

Section  S.Oe  PROCEDURE  FOR  DISMISSAL  OF  ((REGULAR))  PERMANENT 
EMPLOYEE  EXCEPT  MEMBERS  OF  THE  UNIFORMED  RANKS  OF 
THE  POLICE  AND  FIRE  DEPARTMENTS.  (((Entire 
Section  Amended  l/S/79))) 

( ( a ) ) ) Ajt Dis£LhaLa£_af  _Eec.iDflQ£D±_EmEifli!:££ 

A ((regular))  permanent  employee  may  be  discharged  for 
cause  upon  written  charges  and  after  having  an  opportunity  to  be 
heard  in  her/his  own  defense.  IdE_ElrIELDi^EE_tlA^_BE_BEEBE£ENIED_EY 
CQUN£EL_QB_QItiEB_BEEBE2EbjIAIiyE^  ( ( (Amended  E/E/76) ) ) 

((b)))  bl£lif  i££±A£D_af  _Ii[D£_£n5l_Ei£££_Q£_tl££LiDa 

When  the  charges  are  made,  the  appointing  officer  shall 
notify  the  person  in  writing  of  the  time  and  place  where  the 
charges  will  be  heard  by  mailing  such  statement  Via  Certified 
Mail  to  her/his  last  known  address.  Such  hearing  shall  not  be 
lield  within  five  (5)  working  days  of  the  date  on  which  the  notice 
is  mailed.  ((The  Employee  may  be  represented  by  counsel  or  other 
representatives  of  her/his  own  choosing.  (Amended  1.1/15/79))) 
ANY„EAEIY_BEQUESIIN£_A_£ONIIL'UANCE_QE_A_tlEABINQ_£tiALL_EEQMEILY 
NaiIEY_ItlE_yEABINQ_QEEIQEB_AUD_ALL_QIHEB_EABIlES_IQ_iyE_ACIIONI_QE 
iyE_BEQUESI_EaB_CayiINUA!:yCE_i5y2_iyE_BEASQyS_EQB_iyE_BEQUESI.*.__iy£ 
yEABlNQ_QEEICEB_SyALL_DEIEByiyE_WyEiyEBl;A_£QblIiNUANCE_i4lILL._B.E 
GBANIED. 
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((c)))  Hea£.ina_D±£iiLeji_-_SflU£iiL£s 

The  hearing  itself,  as  required  by  the  Charter  (Section 
8.341),  shall  be  conducted  by  a hearing  officer  under  contract  to 
the  appointing  officer,  chosen  as  follows  in  each  case: 

1.  From  organizations  such  as  the  American 
Arbitration  Association  or  the  State  Conciliation  Service  which 
customarily  provide  hearing  officers,  or 

£.  From  a list  of  qualified  hearing  officers 
certified  by  the  Civil  Service  Commission,  such  list  to  be  kept 
current  and  to  contain  at  all  times  at  least  three  names. 

((d)))  Djl  ti£££Lina_Of  _S£i££L±ifln 

The  Civil  Service  Commission  shall  certify 
its  list  of  hearing  officers  by  the  following  method: 

1.  The  Commission  shall  ((cause  to  be)) 
pub  1 i sh ( ( ed ) ) in  a newspaper  of  general  circulation  an 
announcement  of  openings  for  hearing  officers.  This  announcement 
shall  run  either  for  a period  of  five  (B)  working  days  or  for  two 
weekends,  at  the  discretion  of  the  Commission. 

B.  The  Commission  shall  include  in  its  list  only 
such  applicants  as  satisfy  the  following  criteria: 

i.  Have  at  least  one  year  of  experience  in 
the  conduct  of  judicial  hearings  in  the  capacity  of  a hearing 
officer . 

ii.  Have  experience  in  the  resolution  of 
disputes  involving  the  interpretation  of  labor-  management 
contracts . 
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3.  The  Civil  Service  Commission  shall  post  the 
list  of  panel  members  so  selected  for  a period  of  five  (5) 
working  days  during  which  time  employees,  the  public  employee 
organizations  or  city  departments  may  seek  to  demonstrate 
in  writing  that  any  member  of  the  panel  is  unacceptable.  The 
General  Manager,  Personnel,  shall  review  such  challenges  and  shall 
determine  whether  on  the  basis  of  the  challenge  the  individual 
should  be  eliminated  from  the  approved  list. 

< ( e ) ) ) fci£fiiLiQa_Q£f  i£.£c._z_£haiii£Da£_J2:i:_EmEiQiC££ 

The  employee  may  challenge  the  competence  of  the 
hearing  officer  who  is  scheduled  to  hear  IHE  ((his/her))  case  on 
the  basis  that  the  officer  is  in  some  demonstrable  manner  biased 
or  prejudiced  against  the  employee  and  ((that,  therefore,))  the 
employee  will  not  be  afforded  a fair  hearing.  The  challenge  must 
be  made  in  the  following  manner. 

1.  The  challenge  must  be  by  written  affidavit. 

E.  The  challenge  must  be  received  by  the 
appointing  officer  at  least  twenty-four  (E4)  hours  prior  to  the 
commencement  of  the  hearing. 

( ( 3 . ) ) ItJ_IHE_.EyENI_iyAI_IHE_($iEEQINIINS_QEEl£EB_DEIEBtlICilE£ 
Idi5>I_IdE_bE(^BINQ_aEElCES_C^yyQI_i5iEEQBD_IOE_EMELQYEE_<ei_EMB 
dE^BINQx_IdE_AEEDIdIldQ_QEEICEB_2dfiiLL_imEDi($>IELY_d6iKE 
(^BB($>dQEtlENIS_IQ_aEI<^ld_IdE_S£B!y:iCES_QE_6i'dQldEB_dE($tBl|v|£_QEElCEBau 
Should  the  challenge  cause  the  department  to  incur  expense 
through  the  cancellation  of  the  hearing  officer,  court  reporter, 

IE 
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etc.f  such  expenses  shall  be  borne  by  the  employee  in  keeping 
with  the  section  on  costs  below.  If  the  employee  has  been  placed 
on  suspension  pending  the  hearing,  any  delay  in  the  hearing 
occasioned  through  challenge  or  replacement  of  a hearing  officer 
shall  be  considered  a delay  of  the  hearing  by  act  of  the  accused 
employee  and  shall  extend  ((indefinitely))  the  thirty-day  period 
referred  to  in  Charter  Section  8.341.  ((In  the  event  that  the 
appointing  officer  shall  determine  that  the  hearing  officer 
cannot  afford  the  employee  a fair  hearing,  the  appointing  officer 
shall  immediately  make  arrangements  to  obtain  the  services  of 
another  hearing  officer  in  accordance  with  the  methods  stated 
above . ) ) 

((f)))  b£dLina_Qf  f iii££._-_Eiiiil£n£L£_±fl_ii£_£flDsid£C.£d 

The  hearing  officer  shall  decide  the  case  on  the  basis  of 
the  evidence  presented.  The  hearing  officer  shall  determine 
whether  the  accused  employee  has  adhered  to  the  applicable 
orders,  rules,  regulations,  ordinance,  charter  provisions  or 
applicable  sections  of  any  MEtlQB($M)L!tl_QE_^QBEElrlEblI  (MOA)  or 
tIEinQBANDUtI_QE_UNDEBSIA!^lNS  (MOU).  The  hearing  officer  shall  be 
prohibited  from  considering  the  relative  merits  or  social 
desirability  of  such  orders,  rules,  regulations,  ordinance, 
charter  provisions  or  sections  of  MOD ' s or  MOA ' s as  may  be 
applicable  to  the  case. 

( < g ) ) Qj,. y££c.infl_Q£f i£££._-_D££Lisi£n 

Within  five  (B)  working  days  of  the  close  of  the  hearing, 
unless  specifically  exempted  for  good  cause  by  the  appointing 
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officePf  the  hearing  otticer  shall  notify  the  appointing  officer 
in  writing  of  his  decision  in  the  case.  The  hearing  officer 
shall  be  limited  to  the  following  options  in  deciding  the  case: 

1.  ((The  hearing  officer  may  e))  Exonerate  the 
employee,  in  which  case  the  ((record))  UE^BlbJS-QEElCEB  may:  ((at 

the  discretion  of  the  hearing  officer  be  expunged  and  the 
employee  may  receive  back  pay  for  all  time  lost.)) 

a.  BEiniI_ItlE_EULL_EEBlQD_QE_IUE_SUSEECi{SIQW_QB 
(^NY_BDBIlQfcj_IUEBEQEi 

b.  DBDEB_E^Yt!EfclI_QE_S(^L^B^_IQ_ItlE_EinELDYEE 
FQE_ItlE_EEBIQD_QE_II!!lE_UNDEB_SUSEENSiatJ^__IE_^WY„EEBIQD_QE_IHE 
SUSEENSIDN_.l£_REMlIIEDx._IUE_aEPQBI_QE_SUEIi!_PEBIQD_QE_SUSEEhlSIQN 
SHALL_BE_.EXEUbjQED_EROM_!^LL_EEi;:DBDS_QE_£ESyiCE_QE_IlilE_Et!ELQYEE^ 

E.  ((The  hearing  officer  may  f))  Eind  the 
employee  guilty  as  charged,  in  which  case  the  ((following  three 
provisions  apply))  y£^BIblQ_QEEICEB_k!^Yi 

((i.))  ((The  hearing  officer  may  o))  Qrder 

the  employee  returned  to  work,  but  without  back  pay  for  any  time 
((not  worked  between  the  time  charges  were  made  and  the  time  of)) 
IU(^I_iaE_EMELDYEE_U(^S_BEEN_EL£iQED_Dy_S'J3EEySIQbl_EENDiy£  the 
hearing  ((or  the  time  the  hearing  officer  renders  a))  i^itNjD 
decision((,  whichever  is  longer))  Dy_.iaE_Cfcli^S£El£l . 

((ii.))  I2,.  ((The  hearing  officer  may  s)) 
Suspend  the  employee  without  pay,  ((but))  ^[nJD  may  ((or  may  not  at 
his  discretion))  order  back  pay  for  any  periods  not  worked  prior 
to  the  hearing. 
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((iii.))  ((The  hearing  officer  may  d)) 
Dismiss  the  employee.  (((Amended  E’/E‘/7€*)  ) ) 

((h))  a .L aQ±if  itaiicD-Qf  _De£.i.S:ian_Q£_a£an.ina_Q£f 

Within  five  (5)  working  days  after  the  appointing  officer 
receives  written  notification  of  the  decision  of  the  hearing 
officer,  ((he))  IHE_AEEQINI1NQ_QEEIC£B  shall  inform  the  employee 
in  writing  of  the  decision  of  the  hearing  officer  and  shall  by- 
copy  of  this  correspondence  and  the  written  notification  from  the 
hearing  officer  inform  the  Civil  Service  Commission  of  the 
decision  and  the  action  taken. 

( ( 1 ) ) 

The  department  bringing  charges  against  an  employee  shall 
pay  all  fees  for  hearing  officers  and  court  reporters,  ((and,  if 
required,  the  cost  of  preparation  of  the  transcript,))  with  the 
following  exception: 

If  additional  costs  are  incurred  as  a result  of  any  request 
of  the  employee  (such  as  costs  occasioned  by  the  untimely 
postponement  of  a hearing,  challenges  of  hearing  officer,  etc.), 
all  such  additional  costs((,  such  as  cancellation  fees  or  fees 
when  court  reporters  cannot  be  notified  of  the  cancellation  of  a 
hearing  within  their  established  and  customary  limits))  shall  be 
borne  bv  the  employee. 

Section  6.07.  ((PROCEDURE  FOR  APPEAL  FOLLOWING  DISMISSAL  OF 
REGULAR  PERMANENT  EMPLOYEES  (superseded  by 
Amendment  to  Charter  Section  8.341  Proposition  B - 
November  7,  1978))) 


15 


' '■  ' : I''!*'::'  ' ■ . ’ 

ii  {>y,\Z\''':<  )•  ^r\t 

: " ■ . ,'■  ■' ' " .■"' 

w ' .'  '•  > ;.  v^f'j  «^vt5lfv  a'4yf'4“iW  . 

< . ,'  'j -|J  '>':•-  . '^■■j'^i’-.-iif  '^o\ '»>L, A ^ «BV',^T>at9n 

-•  .'  i' --.i  ‘^ '•!  t-.-.m/, 

. V -i  f •' <^- ■■C'pi.^^a  t "ifeAf'i  ^sf’lt^'’.  >0  (’toiiriD*’-  -•;  .■^r  t / ••■kM  ni 

vv^>t  .■'•'  ■ ■i  •^^.i  V' ! ^- .^T -Of?  v^nafofToq^it'.'T'^fr.j  pi.Jy  yqoD 

■ ■■^  ; -v-p  r o « ir' ,i ^ 

,.  -9fit  bJTfe  r''a».«i’3»b 

ni  ■.'.r^-iji  ■>  p>-;6"tVv.1^  Jc-^-vnb  .**nT 

fJ  I'e"*:’'''"!'  ';»'•(  ■)  ;•.'>>  tnfc  ,/'■•«»:>;  H ■'?  ''o'-  rn-:!-'  tit  '(Sfi 

, r^fiw  4 < noj  i v'Kft'-i^nq.  4o; an  ’ftj'*:'"  , b'aniup'n' 

:p.,  • 1 qaniis  pniwolIoV 

•J  ; ’«5'  -^0  fU'.-  Tf  ' ta  b*qqU3m  ,•»*», fe  na -•  r. : ! .!'.*»  i^ibbfe 

•S'fVt  >»»■ 

i ( _-‘ii  ■V«  ;;••'{?<» ''Tiftti: ' ."oq 

'•'A.-i  io  s-r.-ai  , : in-i  I a /?&  diu/f  • ? >>r1f,|3'>  «k  . f Xtt 

r . ■ 

. Vo  f)^.  . jl'«‘  ( ‘ ■•>  ,.nr^  J ■!  f;'ft; ' •in  ,n«  1 ^ ;,1(-.,0:  . Cj '■  t Of.' ‘«*3  -^ -:  •*  | ‘lapB  T t n UO a 

■id  i ( t jjJ' icTi  i V 'fc.n'jV.'Ma  bni>  t>»*'t.*'i  I 4t,ti-«  .-rr^dtiiv  cr'iqft'Sil 

.1  BAS' a i qf’iTb  st'ij  *^<1  ^rr'jod 
jA,iJ^rMA  riL't  J.nuKf::;>D«f|  • > .V'd  nQit3«a 

yd  f fVUU»35^ 

a 00.1"^  n’ ^ ©♦  tnBW>?rT.t(«A 

' ' ,V  qa<l/n*iaoM 


EBaCEDUBE_EDB_Dl£UlSSi5!L_^fcjD_; 


j_QE_aEt1BEBS 


□E_IUE_UtillEDB!nED_B^NBS_QE_IUE_EQLICE_($!ti!D_ElEE 
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iyE_UyiEQBMED....R^NBS_QE-iyE_EQLl£E_i^ND-ElBE_DEEt5iEiyENIS^ 
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EMELDY!^EILIIY-ItJ_iyE_UyiEQBy£D_B^yBS_QE_iyE_EQLI£E_($iyD_ElBE 
DEE6aiUENI2_.£y,ALL_.BE ..  ^jS_.EBD£aDEC!._IN_iyiS_BULEa.. 

Section  6.08  ((EFFECT  OF  DISMISSAL  OF  REGULAR  PERMANENT 

EMPLOYEE  WHEN  NO  APPEAL  FILED  (Superseded  by 
Amendment  to  Charter  Section  8.341  - Proposition  B 
- Novmeber  7,  1978))) 
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IEEC!INAI£DjL_INCLUDIW£_MEyBEBE_QE_iyE_UyiEQBy£D_BAblii2_QE„iyE 
PaLI£E._AND_EIBE_DE£ABiaEyi£x_yyQ_DE21BE_A_HEABiyQ_aN_iyEIB_EyiUBE 
EMELQYAEILIIY_2yALL-.inABE_2'J£y_BE£UE2I„iy_WBIIiy£_yiiyiy_EaUEIEEy 
il.41-£ALENDAR„DA.YS._0E...iy£_EEFEC.IiyE_DAIE_QE._.IHE_IERtniNAIIQy„QB 
D12M12SAL^_EBQMDII^E_EBaaAIiaNABY_AEEQiy‘lEE2_WyQ_W12y_ia-AEE£AL 
iyEIB_IERMINAIIQN_2yALL_DQ_.SQ_iN_WBlIiyQ_yiiyiy_EQUBIEEy_ii4:l 
£ALENDAB_DAY2_-QE-IUE_EEEE£IIi^E_DAIE„QE_iyE_IEBaiNAIIDy^__EAILUBE_ 
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B*__EUIUBE_E!!!ELQYaENI_Sy^LL_EEQUIBE_IbE_<^EEBay^L 

QE_iyE_CEy£B£iL_yAy£)£EB^_EEBSQy!ilEL^ 
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iyE-£IIY-AyD-£QUNIi'_£EB^ICE_Sb^iLL_BE_BEQUIBED_EBIQB_TQ 

BE^EELI£(^IiDy_EQB_EMELQYMEi:^I_QB_EaBIi£IE^IiQy_iy_EX(^llLyi$iIIDyS^ 

D^__EuiuEE_EyELDYaEyi_iy_iyE_DEE(^BiyEyi_EBQin_wyi£y 

DIS£y6B£ED_Sy(^iLL_BE_EBQyiEiIED^ 

SE£IlQN-£^Q2^__yE^BiyG_EBQ£EQUBES 

lE_^_IIt!ELY_WBIIIEN_BEQU£SI_FQB_yE^Biy£_lS_EILEDi_iyE 
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TyE_E£BSQylS._EBIDB_yQBK_B££QaD_AND_B££QBDS_QE_6yY_EBlQB 

DIS£IELIN(5»BY_6£IiayS_ID_iyE_£IkIL_SEByi£E_£Qyyi£SIQy^ 

A^__£ENEB($iL_y£6BIN£_EBQ£EDUB££ 
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i^__B£EBESEyi^IIQN_BY_£QUNSEL_QB_QiyEB_ 

B£EBESENI6II!i.^E^ 

B^__tJDIIEIC^IiQy_QE_]:yE_D!^IEjL_Ild£_^yQ_ELi$>QE 

DE_iyE_yE(^Eiys* 
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!n^IEBl!$iL£_WbICtl_BEL^IE_ID_IbE_SEE<aB^IIDbi-EBIQB_bQBB_BE£DBDx_AND 

EBIQB_DI£CIELIb^BY_(^C.IIQNS^ 

fl:^__£>bY_INIEBESIED_E(^BIi:_b(5ii:_BEQUESI_iSi 

CDbIlbU6NCE_QE_iyE_bE^BIbC^__.SUChl_BEQUESI_EaB_QQbJIlt>IU^WCE_SH^LL 

EE_EBQaEILY_tl^DE_IQ_.iyE_QQatlIS£lDti}_($iS_SaDb_i^S_iyE_NE£ESSII.Y_EaB_i5> 

cayiiyu<$iycE„B.ECQyES_ByDwy^ 

IQ_.iyE_EXIENI_EB(^CIIQ63LEi_iyE_DEE^BiyEyi^L_BEEEESEyi£>IiyE 
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3^__WIiyiy_El!^€_l£l„EUSiy£SS_Di5tYS_QE_iyE 

y£^BiyQi_iy£.-y£6BINiS_QEElCEE:_.Sy(^LL_.EBEE^BE„yBIII£y 

RECayM£yD<?»IlQyS__AyD„REaSQN£_iyEB£EQB^__]:yE_BECQayEyD($ilTQyS_Sy(^LL 
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DEEICEB_BELIED„UEQy_iy_BEi$»CUiy£_($i_DE£ISIDtJi_SU(5>LL_BE_EDBW($iBDED_ID 
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EIN^L_AyD_.£yi^LL_yDI_.BE_B££DySID£B£D^ 

Section  ((G.09))  PROCEDURE  FOR  HEARING  ON  CHARGES  AN 

EMPLOYEE  WHEN  THE  APPOINTING  OFFICER 
NEGLECTS  OR  REFUSES  TO  ACT. 

When  the  appointing  officer  neglects  or  refuses  to  acty 
pertaining  to  the  removal  of  any  employee  subject  to  the  civil 
service  provisions  of  the  Charter,  the  Commission  may  hear  and 
determine  any  charge  filed  by  a citizen,  or  by  an  authorized 
agent  of  the  Commission.  In  rendering  its  decision,  the 
Commission  shall  determine  the  charges  and  may  exonerate,  suspend 
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or  dismiss  the  accused  employee  in  accordance  with  the  provisions 
of  Section  8.341  of  the  Charter. 

The  appointing  officer  or  the  departmental  representative 
shall  appear  when  the  matter  is  to  be  considered.  The  matter 
will  be  heard  in  accordance  with  Rule  5^  Section  5.13  - Order  of 
Presentation. 

Section  ((G.IO))  ELIGIBILITY  STATUS  PENDING  COMMISSION 

ACTION  ((ON  DISCIPLINARY  TERMINATION)) 
Pending  action  of  the  Commission  on  termination  of  any 
appointment  or  upon  presentation  of  charges  for  dismissal*  the 
((name  of  the))  appointee  shall  be  INELIQIBLE-EQB-ALL-EMELQYfcJECilI 
IN_ItlE_ClIY_SEEj:lCEai._  ((  P laced  under  waiver  for  all  appointment  ( s ) 
on  any  eligible  list  on  which  the  appointee  has  standing. 

((Amended  11/15/76))) 

((Section  6.11  EFFECT  OF  COMMISSION  APPROVAL  OF 
TERMINATION  OR  DISMISSAL)) 

((Unless  specifically  ordered  otherwise  by  the  Commissioni» 
approval  of  termination  or  dismissal  shall  result  in  the 
cancellation  of  all  current  examination  and  eligibility  status 
and  all  future  applications  will  require  the  approval  of  the 
General  Manager*  Personnel,  after  completion  of  one  year's 
satisfactory  work  experience  outside  the  City  and  County  service, 
(Amended  11/15/76))) 
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EiiQEQS£d_AiD£niliD£n±s_±s_Ciyil_S££.Yii;L£_QiamrDissijQn 
S!il£_33_r:_B£sian£±icn 
Additions  are  in  UEEEB£ASE_A!lJD_UtdDEBLIWED ? 

Deletions  are  shown  by  ((Double  Brackets)) 

Section  33.01.  FORM. 

A resignation  shall  be  immediately  reported  on  the  EQBM 
prescribed  ((form  to  either))  the  General  Manager,  Personnel^ 
((,  or  to  the  Civil  Service  Commission  as  provided  below.))  If 
an  employee  resigns  without  completing  the  form,  but  otherwise 
gives  notification  in  writing  of  ((her/his))  resignation,  such 
notification  shall  be  attached  to  the  form.  (((amended 
10/16/78) ) ) 

Section  33.08.  CERTIFICATON  AND  DISPOSITION. 

The  appointing  officer  shall  certify  on  the  resignation 
form  whether  the  resignee's  services  have  been  satisfactory  or 
unsatisfactory.  IE_3EBi/I£ES..ABE._CEBIlElED_AE_SAIlSEA£IQBl' 
((T))jthe  resignation  EQBtl  shall  be  forwarded  to  the  General 
Manager,  Personnel,  for  r ec  or  da  t i onj.  IE_.SEByi£ES_ABE_£EBIIElED 
AS-..UNSAIISEAC:iQRYx„_IhlE_RESIQNAIIDN_SHALL_EE_EBQ£E£SED_IN 
AC£QBDANCE„WIIti_IfclIS_.BULE^  ((if  services  were  satisfactory  and 
to  the  Civil  Service  Commission  for  determination  of  future 
employability  if  services  were  unsatisfactory.  (amended 
10/16/78))) 
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Section  33.03.  EFFECTIVE  DATE  QE_EE£IQbjAIlQN  - WHEN  FINAL.  , 

A resignation  shall  be  final  on  the  effective  date  entered 
on  the  resignation  form  and  shall  not  thereafter  be  rescinded, 
(((amended  10/16/7S) ) ) 

Section  33.04.  SATISFACTORY  SERVICE  - PERMANENT  APPOINTEES. 

A permanent  appointee  who  has  completed  the  probationary 
period  and  who  resigns  and  whose  services  have  been  certified  as 
satisfactory  by  the  appointing  officer  shall  be  permanently 
separated  from  such  appointment  except  as  provided  in  the 
Reappointment  Rule.  (((amended  1/3/77;  10/16/78))) 

Section  33.05.  SATISFACTORY  SERVICE  - PROBATIONARY  OR  TEMPORARY 
APPOINTEES. 

An  employee  under  probationary  or  temporary  appointment  who 
resigns  and  whose  services  have  been  certified  as  satisfactory  by 
the  appointing  officer  shall  be  removed  from  the  eligible  list 
from  which  appointed  except  upon  written  request  and  with  the 
approval  of  the  General  Manager,  Personnel,  the  name  of  the 
resignee  may  be  returned  to  the  eligible  list  from  which 
appointed  if  such  list  has  not  expired.  Approved  requests 
received  by  the  third  Friday  of  the  month  become  effective  on  the 
first  business  day  of  the  following  month  unless  otherwise 
ordered  by  the  General  Manager,  Personnel. 

Section  33.06.  PROCEDURE  FOR  REVIEW  OF  RESIGNATION:  SERVICES 
UNSATISFACTORY, 
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A . NclijC.£_i2£_E£.Q£QS£il_A£.±iQn 

If  services  are  to  be  designated  as  unsatisfactory,  the 
appointing  officer  or  designated  representative  shall  notify  the 
resignee  of  intention  to  so  certify  the  resignation.  The 
resignee  shall  be  informed  of  the  reasons  for  this  determination 
and  be  offered  an  opportunity  for  review,  by  the  appointing 
officer  for  review  by  the  appointing  officer  or  designated 
representative.  IE„AS.-A_BESULI_DE_IHE_BEyiEW_IU£_AEEDlh!IItiie 
QEEICEB._£EBIIElE£_IhlE_SEB'^ICES_AE_EAII£EACIQB^i_IUE_AEEaitJIINQ 
QEEICEB_£yALL_.IU!nEDlAIELY_£END_A._CDEY_QE_IfclE_BE£IG.WAIIQN_EDBM 
WIIH_£EByi£E£_CLEABL.Y._!rlABBED_£AIl£EACIQEY_IQ_IbE_BE£I£NEE_AlilD_IO 
IHE_GENEEAL_t:’AyAGEBx_.EEB£Qyy£L^ 

< ( B . A£L±iQn_i;Lx_A£P.i2inlina_Q£f.i£g£L ) ) 

((As  a result  of  review,  if  such  review  is  requested  by  the 
resignee,  the  appointing  officer  may  amend  or  sustain  the 

certification  of  services.)) 

((C.  Notification  to  Employee.)) 

((If  the  appointing  oti-icer  amends  the  resignation,  the 
resignee  shall  immediately  be  notified  by  copy  of  the  resignation 
form  with  services  clearly  marked  satisfactory.  If  the 
appointing  officer  sustains  the  original  determinat ion  the 
appointing  officer  shall  immediately  notify  the  resignee  and  the 
Civil  Service  Commission  on  the  prescribed  personnel  department 
form . ) ) 

E ( ( D ) ) . NQIIEICAIlQl:il_AyQ_B££a£±_.B£auic.eiD£n.t . 

IE_ItiE_AEEDINIiyG_aEEIGEE_CEBIlEIE£_iyE_£EByiCE£_A£ 

Uy£AII£EACIQBYx_IHE_.AEEaiyiiyG_QEEIGEE_.£yALL.„imEQIAIELY_.£D_ 


3 


^4,'  H«c5rt 

'M  « rA«i{r/’'^»t^Jt  ’104’  ,4a 

’ ' ■ , ^}/4'\^>W’,^,„.:)id4  bfs^t 

.sviS  <^n9*,9n^5^n 

•V  -,  ,,  V- . , \/ *:8U':  / J.^ 

\'  ■«>  '^i'  \q  »fliA').'>  / ' 

./■^  ■..  . - ^ ,■:.  ■ ''(.4-..^'«'ii'>-'i'*i£-  .>mit-i^3  0.jt3f.j®a 

; . ' .;  . ( ( .,  aB\o!m^  gkol :i4ioi?ai3  v>$!  /O)). 

':  : t <m m /.  '^I'H,  v .'  ■■  >'■■  \ 

nblli'5v4?^ar'<*‘j  \'^:»'’ f4f"t>^».5;4l*'or’.  yjSi^»fb<avtia:Ji  -Il46rjj?  5fin§):»s*i, 

s'l^’j  4Z' » V vy**(N9X*^  ii'»aix'i9i*  ritiw 

‘l■JV''^ieiV  a<i^  ff'/irAfr;^«»i^ff, ,v»ai4^'0  .onti'rrioo'<»ft 

■■■  ■■.1-  ' '',i''  '4‘'‘' .''•!■  ■■''  ■ , . --  . , . i *?  , . ■ 

.ferC'l  V Uirll^  ‘♦•*i444>  »riJt/!i<j«^«}^ 

'ii}|44;t'3‘?^  V.1..Q  ’TS»^i,,,'.jfiKi>' : (^  l.3a.i:ii«mwiO . 4,a§  .:l  i y.iO 

■ ' ^^■■-'  ' , ,.,  , f:  -.  , ,/ • ' 

‘5>0^i--ta^  ' •«  <a)>B  ’ 

di,  ,t35:'-a3£.;^i»s:^3ijcm,8aai33O.j50iJMyte^ 
.„Q^;j'/jiidi®ua^,.4il(to.  »Jl3aajiMiiuxm3i!uJ^  ■ 


I^IIEY_iyE_BESI£fcJEE_($!ND_iaE_£Ik:iL_SEBi^lCE_CQtJiniSSIQl:y_Db!_iyE 
EEESCElBED_EDB!!lSi_WIIB_(^_CEBIIEIC^iIlDN  ((A  resignation  certified 
by  the  appointing  officer  with  services  unsa t i sf ac t or y shall  be 
accompanied  with  a statement  of  the  reasons  for  this  action  and 
shall  contain  a statement))  that  the  notification  and  review 
procedure  outlined  above  was  c omp 1 e ted ( ( , ) ) AND  A STATEMENT  QF 
ItlE_BEASQNS_EQa„IHE_.ACIIDN^ 

C ( ( E ) ) . iiCQmiDissiQnII_EiiQ£L£ilu£.e_f  Qi:._B£iiifiw  - 
((The  Civil  Service  Commission  shall  consider))  A_BE^lEiij 
SBALL-BE-UADE-DE  the  resignation( (s) ) of  A person((s))  whose 
services  have  been  designated  as  unsatisfactory  QNLY_1E_S0 
BEaUESIED_BY_IHE„BESIGNEE-  A_BEQUESI_EQB_EEyiEy...t!USI_BE_MADE_IN 
WBIIINQ_AND-.BECEI.VED_IN_IblE_CQ!n(niSSIDN_aEEiCE_aiIUIN„EQUEIEEN 
ii^l_CALENDAB...DA.YS_QE_IB£_EQSIMABtl_DAIE_DE„..IUE_NDII£E_QE 
UNSAIISEA£IDB:)^._SEBI^I£E£^__IH£_BEyiEa-.AND_BEABINQ„EBa£EDUEE_SUALL 
BE_IN_.ACC.QBDANQE__WIIU-BULE_£  and  lUE.CDUMISSlQN  shall  take  one  or 


more  of  the 
1 . 

a. 

3. 

4. 


following  actions: 

Accept  the  resignation  as  certified 
Remove  the  name  of  the  resignee  from 
on  which  there  is  standing. 

Restrict  participation  in  ((future)) 
((it))  deemED((s  just))  AEEBDEBIAIE- 
Restrict  future  employment  as  ((it)) 


eligible  lists 


examinations  as 


deemED( ( s just ) ) 


ABEBDEBIAIE- 

5.  Accept  the  resignation  as  certified  and  order  that 
future  employment  be  without  restriction  including! 


I.  ^ ''^i  f 
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a^__EDB_($i_EEB2QN_BESIQ£!>!Il:yQ_EBQC3_A_EBQB(^IlQW6iBi:_QB 


CEBIlEIED_IEdEQB<^iBY_6EEDIl:i!iaENIi_IHE_BIStlI_IQ 

BEQUESI_iy«^I_IUEIB_Ni^tlE_EE_BEIUBNED_ID_ItlE_ELIClELE 

LISI_EBDtl_WHICU_^EEQIl:yiEDi 

t^_„EQB_6_BEBSQy_BE2IQNiy£_EBDtl_A_EEBl!!£iyEtJIjL 
yObli:EBQBi^IlQyi^Bii_^EEQIbilIt3Eyii  the  right  to  request 
reappointment . 

6.  Remand  the  resignation  to  the  appointing  officer  for 
reconsideration. 

IUE_DEClSIQN_DE_IdE_CDtiaiSSiai:il_SUi^LL_BE_Eiy£iL_<5ifclD_Sa£iLL 

NQI_BE_BECDNSIDEBED.. 

D^__E^ILUBE_IQ_BEQUESI_B£i^IEW 

E(5.ILUBE_ID_BEQUESI_i^_BEyiEy_yiIdiy_iyE_EQUBIEEN_il4i_D£t^i: 

EEBIDD_.EBQyiDED_ABQyE„SH^LL_BESULI_.INJL 

ItiE_C(^yCELLi$iIIQN_DE_(^LL_£UBBEyi_EX^l!lIbl<^IlQbl_($iCi}D 

ELIQIBILIIY_SI($iIUS^ 

(^LL_EUIUBE_EtlELDYdE|N|I_^yD_EX(^t11fcl(^IlQbl_i$iEELI£($iIIQtslS 

SaALL_BE_SUBJECI_IQ_IHE_BEyiEW_(^yD_!$»EEBQy(^L_QE_IHE 

GEyEB($iL_tl(^N^GEBj._EEBSDN!:ilELjL_AEIEB_Si^IlSE(^CIDBY 

CQl!!ELEIIQy_DE_QyE_YE£*BlS_WQBB.._EXEEBlEfcl£E_QUIBIDE_iyE 

CIIY_^ND_CQUyiY_SEB:^aCE^ 

3^  iyE_BESICNED_EMELDYEE_y^Y_yDI_BE_EyELDYED_iy_iyE 
S(^ME_DEE^BiyEyi_iy_iyE_EUIUBE^ 

( ( ( F ) ) WaiY£c._Qf  _Em£lciiiDen± 

Pending  Eld^L  action  ((by  the  Commission)),  the  resignee 
shall  be  ItJELlBlELE-EQB  ((under  waiver  of))  all  employment  iy_iyE 
CIIY^£EB!^ICE. 
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SECIIQN_33^QZ^  EED£ESSlN£_B£SieN£iIIQfclS_WHE!:i!_WD_WBIIIEfc!_!N|QIlCE.u 
IbE_<^UIQt!^IIC_BESI£bl«^Iiabl_EBQCEDUBE_DUILlt!lED_IN_BULE_E5 
Sy£iLL_bOI_EE_U2ED_IQ_BEbQyE_Et!lELDZEES_WbQ_y^!y:E_INDIC£iIED_ItlEIB 
iyiEyilDN_IQ_BESl£y_i$iyD_WyD_LE£iyE_iyEIB_EQSIIIDy_iy_SQQD-.SIAyDiy£ 
WIiyDUI_£UEyiIIiy£_EBQEEELY_£DyELEIED_BESI£y!$>IIQy_E($tEEBS_(5»yQ_WyQ 
£AyNDI_EE_LD£6IED_EQB_iyE_EUSEQSE_DE_SI£yiyQ_($i_BESI£y(^IlQy^__iyE 
6EEQINIiy£_QEEI£EB_Sy^LL_SUEt]II_i$J::>i_UNSI£yED_BE£l£y($iIIQy_EQBM_Qy 
eEy<^LE_QE_iyE_EyELDYEE_Wiiy_^_LEIIEB_QE_EXEL(^y(^II0N_6II6iCyED* 
iyE_i^EEQINIlN2_QEEl£EB_Sy^LL_SEyD_i^_£QPY_QE_SQiy_iyE_BESl£y(^IIQy 
EQBy_^yD_iyE_LEIIEB_DE_EXEL£!y6IIQy_IQ_iyE_EyELDYEE_BZ_£EBIlElED 

miL^. 

£ECIlQy_E2^Q2^  EEEE£IiyE_D6IE_DE_BULE_£y6y£E^ 

iyE_EBQyiSlDyS_QE_iyiS_BULE_i^S_^DQEIED_Qy x 

122E.-Sy(^LL_i^EEE£I_i^LL_BESISyi^IlQyS_EEEE£IiyE_QN_QB_«?iEIEB_ 
x_12SE^ 
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(DRAFT,  S/B7/3B) 


EE.i2ECS£5l_AiDfiDil!D£n±5:_±a_Qiyii_S£iiyi£L£_£fliDiDisaian 

Bui£_£S_-_AtLS£n£L£_Ec.flm_Du±ii_WiltiQU±_L££y£ 

Additions  are  in  UEEEB£^£E_AND_UNDEBL1WED ? 

Deletions  are  shown  by  ((Double  Brackets)) 

Section  ES.Ol.  WHEN  FIVE  DAYS  OR  LESS 

Absence  from  duty  without  proper  authorization 
for  any  period  of  time  up  to  and  including  five  (S)  or  less 
working  days,  shall  be  cause  for  disciplinary  action  by  the 
appointing  officer. 

Section  BS.OE.  WHEN  OVER  FIVE  DAYS  - AUTOMATIC  RESIGNATION 
( ( (amended  4/4/77) ) ) 

A.  Absence  from  duty  without  proper 
authorization  in  excess  of  five  continuous  working  days  shall 
constitute  abandonment  of  the  position  and  shall  be  reported  to 
the  ((Personnel  Department))  CIVIL  SERVICE  COMMISSION  and 
recorded  as  an  automatic  resignation.  The  appointing  officer 
shall  notify  both  the  Civil  Service  Commission  and  the  employee 
on  the  form  prescribed  by  the  General  Manager,  Personnel.  The 
employee  shall  be  notified  by  certified  mail. 

B.  Such  resignation  shall  be  subject  to  appeal 
((to  the  Commission,))  if  so  requested  by  the  person  in  writing, 
within  EQUBIEEN_ii5:l  ((15))  calendar  days  of  the  mailing  date  of 
the  notice  of  automatic  resignation  (((The  15  days  includes  the 
date  on  which  the  notice  was  mailed).  The  Commission  shall  hear 
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such  appeal.))  IUE_6iEEEi$iL_Sa<$.LL_EE_EBQCESSED_IN_^CC0BD6Cy£E_yiIb 


IfclE_BEyiEW_EBDCEDLIBE_EBD!yIlDED_ltiJ_BULE_£jL  The  decision  of  the 
Commission  shall  be  final  and  shall  not  be  reconsidered. 

C.  Failure  to  appeal  within  the  ((15))  EQUBIEEb 
11^1  day  period  shall  result  in: 

1.  The  cancellation  of  all  current 

examination  and  eligibility  status. 

B.  All  future  applications  will  be  subject 

to  the  review  and  approval  of  the  General 
Manager,  Personnel*  after  satisfactory 
completion  of  one  year's  work  experience 
outside  the  City  and  County  service. 

3.  The  resigned  employee  may  not  be  employed 
in  the  same  department  in  the  future. 

D.  If  the  person  can  present  evidence  of  being 
unable  to  communicate  with  the  ((appointing  officer))  IHE 
DEEABIMENI_aB_IHE._£iyiL_SEByi£:E_CQt3l!lISSlQb  and  presents  such 
evidence  in  writing((,))  within  thirty  (30)  calendar  days  of 
being  able  to  so  communicate,  the  automatic  resignation  may 
((then))  be  ((subject  to))  r econsiderELM  (ation  by))  L!EQb_QBDEB_Q£ 
the  ((Commission))  eENEBi^L-bi^bi^SEBx-EEBSQbbEL - ((All  requests 
for  reconsideration  will  be  in  writing  and  will  be  processed  in 
accordance  with  the  procedures  for  reconsideration  outlined  in 
Rule  5. ) ) 

E.  Pending  final  action  ((pursuant  to  this 
Rule))  an  individual  under  automatic  resignation  shall  be 
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I WELICIELE_EQE_ALL_E!nELQ YtJECJI-Ibl-ItjE-CII Y_££By ICE  • < ( p 1 a c e d 

under  waiver  on  all  eligible  lists  on  which  there  is  standing.)) 

F.  ((In  consideration))  □Ey_BEl!i!llEW  an 
automatic  resignation  the  Commission  shall  take  one  or  more  of 
the  following  actions: 

1.  Deny  the  appeal  and  approve  the 
resignation . 

E.  Order  the  name  of  the  person  removed  from 
any  ((other  regular))  eligible  list  or 
lists  on  which  the((re  is))  EEBSQbl_MAY  HAVE 
SIi^tJQItilC  standing. 

3.  Restrict  participation  in  ((further)) 
examinations  as  ((it  sees  fit))  DEEtlED 
^EEBDEBIi^IE. 

4.  Return  the  name  to  the  eligible  list 
under  such  conditions  for  further 
appointment  ((it))  deemED((s)) 

appr opr iate  . 

5.  Disapprove  the  resignation  ^ND_BE1NSI6IE 
ItiE_EEB£QN_ID_IdE_EQSIIlQb!_EEQU_kJUICa 
BEtlQi:^ED. 

((Section  35.03.  PROCESSING  RESIGNATIONS  WHEN  NO  WRITTEN  NOTICE)) 
((The  resignation  procedure  outlined  in  Section 
35.03  shall  not  be  used  to  remove  employees  who  have  indicated 
their  intention  to  resign  and  who  leave  their  position  in  good 
standing  without  submitting  properly  completed  resignation  papers 
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and  who  cannot  be  located  for  the  purpose  of  signing  a 
resignation.  Such  employees  are  to  be  separated  in  accordance 
with  Rule  33  by  the  submission  from  the  appointing  officer  of 
unsigned  resignation  papers  with  a letter  or  explanation  attached. 
A copy  of  both  the  resignation  and  the  accompanying  letter  are  to 
be  sent  to  the  employee  by  certified  mail.)) 

Section  25.Q3((04)).  HEARING  PROCEDURES. 

Hearings  pursuant  to  this  Rule  shall  be  conducted 
in  accordance  with  the  procedure  outlined  in  Civil  Service 
Commission  Rule((s  6.01  and  B.13))  fc. 

Section  E5.Q^((05)).  EFFECTIVE  DATE  QE_BULE_Ctl(^NGE 

The  AUEUDUEbllS-ID  ((provisions  of))  this  Rule  as 

adopted  on ((April  4f  1977))  will  be  in  effect  on 

((April  13,  1977)). 
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City  and  County  of  San  Francisco 


Civil  Service  Commission 


June  28,  1982 


documents  dept. 


TO: 


All  Appointing  Officers 
Departmental  Personnel  Officers 

Employees  and  Employee  Organization  Representatives 


Jill  - 0 W 


FROM:  John  J.  Walsh 

General  Manager,  Personnel 


SAN  FRANCIbCO 
PUELIC  LIBRARY 


SDBJECTgr  PROPOSED  AMEMKENTS  TO  CIVIL  SERVICE  COMMISSION 

"Crudes  governing  mployee  separations. 


At  its  meeting  of  June  21,  1982,  the  Civil  Service  Commission 
posted  proposed  amendments  to  the  Civil  Service  Commission  Rules 
relating  to  separation  from  the  Service : Rule  6 - Separation  Hearings 
and  Procedures,  Rule  25  - Absence  from  Duty  Without  Leave  (Automatic 
Resignation),  and  Rule  33  - Resignation. 

These  Rules  have  been  reviewed  to  develop  an  alternate  procedure 
to  the  ciirrent  requirement  that  the  Civil  Service  Commission  calendar 
and  hear  every  separation  matter.  While  the  practice  of  hearing  the 
termination  of  promotive  probationary  appointees  has  been  continued  in 
the  proposals  due  to  Charter  mandate,  all  other  separation  hearings 
have  been  delegated  to  a hearing  officer  who  will  hear  the  case  and 
submit  written  recommendations  and  reasons  for  those  recommendations 
to  the  Commission.  The  matter  would  then  be  calendared  with  the  hearing 
officers  recommendations  for  Civil  Service  Commission  action.  The 
Commission  would  not  take  testimony  or  conduct  a hearing  unless  a ma- 
jority of  the  Commission  so  ordered. 

In  addition,  there  would  be  no  hearings  conducted  under  the  pro- 
posals unless  a separated  employee  requests  such  a hearing.  Adminis- 
trative action  would  be  taken  automatically  under  the  Rules  unless  a 
request  for  hearing  is  received  within  fourteen  (14)  days  of  the  effective 
date  of  the  separation. 

The  source  of  hearing  officers  would  be  from  the  Civil  Service 
Commission  panel  of  hearing  officers  selected  under  current  Rule  6, 

Section  6.O6,  to  hear  and  determine  charges  for  dismissal  against  per- 
manent employees. 

Other  changes  include  standardization  of  the  appeal  period  to 
fourteen  (14)  calendar  days  (two  weeks)  for  all  transactions,  updating 
to  reflect  Charter  changes,  and  recodification  where  required. 

Requests  to  meet  and  confer  or  consult  on  this  .proposal  must  be  in 
writing,  received  by  July  9,  1982,  and  must  include  the  name  and  telephone 
nimiber  of  a contact  person.  Meetings  will  be  scheduled  at  mutually  con- 
venient times.  Requests  are  to  be  directed  to  A1  Walker,  Assistant  Secretary, 
Civil  Service  Commission,  Room  153  City  Hall,  San  Francisco,  California 
94102-4693*  Requests  received  after  the  deadline  will  not  be  considered. 


Additional  copies  of  these  proposals  are  available  in  Room  153 
City  Hall. 


JJWrvl 


Room  151  City  Hall 


San  Francisco  94102 
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(DRAFT,  6/29/82) 


Proposed  Amendments  to  Civil  Service  Commission  Rule  6 - 

SEPARATION  HEARINGS  AND  PROCEDURES  EXCLUDING  DISCIPLINARY  ACTION 
AGAINST  STRIKING  EMPLOYEES  UNDER  CHARTER  SECTION  8.346. 

Additions  are  in  UPPpCASE  AND  UNDERLINED; 

Deletions  are  shown  by  ((Double  Brackets)) 

Section  6.01.  RULES  OF  PROCEDURE  GOVERNING  SEPARATIONS  {(HEARINGS)) 

A.  Procedures  IN  THIS  RULE  govern  ((ing  the  following)) 
employees  IN  THE  FOLLOWING  STATUSES; 

1.  Regular  Temporary  (CERTIFIED  TEMPORARY) 

2.  Limited  Tenure 

3.  Probationary  Entrance 

4.  Probationary  Promotive 

5.  Permanent 

B.  NOTIFICATION  OF  TERMINATION 

1 . A notice  of  termination  on  the  ((proper  Personnel 
Department))  form  PRESCRIBED  BY  THE  GENERAL  MANAGER,  PERSONNEL  from  the 
appointing  officer  to  the  employee  detailing  the  specific  reason (s)  for 
the  termination,  shall  serve  as  official  notice  of  such  termination. 

2 . The  notice  of  termination  shall  be  sent  TO  THE 
EMPLOYEE  by  certified  mail  or  BE  personally  delivered.  ((Copies  of  the 
termination  form  must  be  filed  in  the  Personnel  Department.))  ' 

3 . The  stated  reason (s)  for  the  termination  must  be 
enumerated.  Records  of  warnings,  reprimands  and  previous  suspensions,  if 
applicable  to  the  reasons  for  termination,  must  be  attached  to  the 
termination  form. 

4.  THE  CIVIL  SERVICE  COMMISSION  SHALL  BE  NOTIFIED  OF 
THE  TERMINATION  SIMULTANEOUSLY  WITH  THE  DELIVERY  OR  MAILING  TO  THE 

EMPLOYEE  IN  ACCORDANCE  WITH  PROCEDURES  PRESCRIBED  BY  THE  GENERAL  MANAGER, 

PERSONNEL . 

5.  EXCEPT  FOR  PROMOTIVE  PROBATIONARY  EMPLOYEES,  THE 
TERMINATED  EMPLOYEE  SHALL  BE  NOTIFIED  THAT  HE/SHS  HAS  THE  RIGHT  WITHIN 
FOURTEEN  (14)  CALENDAR  DAYS  OF  THE  EFFECTIVE  DATE  OF  THE  NOTICE  OF 

TERMINATION  TO  REQUEST  A REVIEW  AS  PROVIDED  IN  THIS  RULE.  FAILURE  TO 

REQUEST  A HEARING  WITHIN  THE  FOURTEEN  (14)  DAY  PERIOD  WILL  CONSTITUTE  A 

WAIVER  OF  THE  RIGHT  TO  REVIEW  AND  THE  RIGHT  TO  A HEARING. 

6.  PROMOTIVE  PROBATIONARY  EMPLOYEES  SHALL  BE  NOTIFIED 
OF  THE  RIGHT  OF  APPEAL  AND  HEARING  BEFORE  THE  CIVIL  SERVICE  COMMISSION  AS 
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PROVIDED  IN  CHARTER  SECTION  8.340. 


((The  termination  must  be  approved  in  accordance  with 
Section  3.501  of  the  Charter.  (amended  11/15/76))) 

((The  notice  of  termination  must  include  the  following  information: 
(amended  11/15/76))) 

((1.  The  employee  has  the  right  to;  (amended 

11/15/76))) 

((a.  A hearing  before  the  Civil  Service 

Commission.  The  decision  of  the  Civil  Service 
Commission  may  affect  any  future  employment 
with  the  City  and  County  of  San  Francisco.)) 
((b.  Representation  by  an  attorney  or  authorized 
representative  of  her/his  own  choice  at  the 
inquiry. ) ) 

((c.  Notification  of  date,  time  and  place  of 
inquiry  a reasonable  time  in  advance.)) 

((d.  Inspection  by  employee’s  attorney  or 

authorized  representative  of  those  records  and 
materials  in  the  Civil  Service  Commission 
Office  which  relate  to  the  termination.)) 

((2.  Any  interested  party  may  request  a continuance  of 
the  inquiry.)) 

((3.  The  stated  reason  (s)  for  the  termination  must  be 
enumerated.  Records  of  warnings,  reprimand  and 
previous  suspensions,  if  applicable  to  the  reasons 
for  termination,  must  be  attached  to  the 
termination  form.)) 

((4.  To  the  extent  practicable,  the  departmental 

representative  who  has  the  most  complete  personal 
knowledge  of  the  facts  which  constitute  the  basis 
for  the  termination  shall  appear  when  the  matter 
is  to  be  considered  by  the  Commission.  The  matter 
will  be  heard  in  accordance  with  Rule  5,  Section 
5.13.  Interested  parties  may  record  the  inquiry 
if  they  provide  the  necessary  equipment.)) 
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Section  6.02.  PROCEDURE  FOR  TERMINATION  OF  ((REGULAR))  CERTIFIED 
TEMPORARY  EMPLOYEE 

A.  A ((regular))  temporary  employee  CERTIFIED  AND 
APPOINTED  FROM  A LIST  OF  ELIGIBLES  may  be  terminated  by  an  appointing 
officer  WITH  THE  APPROVAL  OF  THE  CHIEF  ADMINISTRATIVE  OFFICER,  BOARD  OR 
COMMISSION  AS  REQUIRED  BY  CHARTER  SECTION  3.501. 

B.  The  notification  and  hearing  procedure  FOR  THE 
DETERMINATION  OF  FUTURE  EMPLOYABILITY  shall  be  in  accordance  with  the 
provisions  of  ({Rule  6,  Section  6.01))  THIS  RULE.  (((amended  11/15/76))) 

C.  The  Commission  shall  take  one  or  more  of  the  following 

actions:  (((amended  11/15/76))) 

((a)))  Declare  the  person  dismissed  from  the 

service  and  remove  the  name  of  the  person 
from  the  eligible  list  FROM  WHICH  APPOINTED. 

((b)))  2^  Order  the  name  of  the  person  removed  from 

any  other  list  or  lists  on  which  the  person 
has  eligibility. 

((c)))  3^  Restrict  participation  in  ((further)) 
examinations  as  ((it))  deemED ( (s) ) 
appropriate. 

((d)))  ^ Return  the  name  of  the  person  to  the 

eligible  list  from  which  appointed  without 
restriction,  or  under  such  conditions  for 
further  appointment  as  deemed  appropriate. 
Section  6.03.  PROCEDURE  FOR  TERMINATION  OF  LIMITED  TENURE  EMPLOYEE 

A.  A limited  tenure  employee  may  be  terminated  for  good 
cause  by  an  appointing  officer  at  any  time  with  the  approval  of  the 
Commission . 

B.  The  notification  and  hearing  procedure  FOR  APPROVAL  OF 
THE  TERMINATION  AND  DETERMINATION  OF  FUTURE  EMPLOYABILITY  shall  be  in 
accordance  with  the  provisions  of  THIS  Rule  ((6,  Section  6.01)) 

C.  The  Commission  shall  take  one  or  more  of  the  following 

actions: 

((a)))  Approve  the  termination^  ((and)) 

2 . Declare  the  person  dismissed  from  the 
Service . 
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((b)))  Order  the  name  of  the  person  removed  from 

any  ((regular))  eligible  list  or  lists  on 
which  the  person  may  have  standing, 
(((amended  11/15/76))) 

((c)))  ^ Restrict  participation  in  {(further)) 
examinations  as  ((it))  deemSD  ( (s) ) 
appropriate . 

((d)))  ^ Disapprove  the  termination  and  reinstate 
the  appointee  to  THE  CLASS  AND  the 
department  FROM  WHICH  TERMINATED. 

Section  6.04.  PROCEDURE  FOR  TERMINATION  OF  EMPLOYEE  SERVING  AN  ENTRANCE 
PROBATIONARY  PERIOD,  EXCEPT  FOR  MEMBERS  OF  THE  UNIFORMED 
RANKS  OF  THE  POLICE  AND  FIRE  DEPARTMENTS  ((EMPLOYEE  IN  AN 
ENTRANCE  CLASSIFICATION . ) ) 

A.  An  employee  serving  ((in))  an  entrance 
((classification))  PROBATIONARY  APPOINTMENT  may  be  terminated  by  the 
appointing  officer  at  any  time  during  the  probationary  period. 

B.  The  notification  and  hearing  procedure ( (s) ) FOR 
DETERMINATION  OP  FUTURE  EMPLOYABILITY  shall  be  in  accordance  with  Section 
8.340  of  the  Charter  and  with  the  provisions  of  THIS  Rule.  ((6,  Section 
6.01)) 


actions: 


C.  The  Commission  shall  take  one  or  more  of  the  following 

((a)))  Declare  the  person  dismissed,  or  return  the 

name  to  the  eligible  list  from  which 
appointed  under  such  conditions  for  further 
appointment  ((it))  deemED ( (s) ) 
appropr iate^( ( , provided  that  certification 
to  the  same  position  will  not  be  made  if 
the  termination  was  for  disciplinary 
reasons . ) ) 

((b)))  Order  the  name  of  the  person  removed  from 

any  ((regular))  eligible  list  or  lists  on 
which  the  person  may  have  standing, 
(((amended  11/15/76))) 
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((c)))  3^  Restrict  participation  in  ((further)) 
examinations  as  ((it))  deemED ( (s) ) 
appropriate . 

Section  6.05.  PROCEDURE  FOR  APPEAL  AND  HEARING  FOLLOWING  TERMINATION  OP 
EMPLOYEE  SERVING  A PROMOTIONAL  PROBATIONARY  PERIOD  ( (IN  A 
PROMOTIONAL  CLASSIFICATION) ) EXCEPT  FOR  MEMBERS  OF  THE 
UNIFORMED  RANKS  OF  THE  POLICE  AND  FIRE  DEPARTMENTS 
((a))  ^ An  employee  serving  ((probation  in))  a promotional 
((classification))  PROBATIONARY  PERIOD  IN  A CLASSIFICATION  OTHER  THAN  AS 
A MEMBER  OF  THE  UNIFORMED  RANKS  OF  THE  POLICE  AND  FIRE  DEPARTMENTS  may  be 

terminated  by  the  appointing  officer  at  any  time  during  the  probationary 
per  iod . 

B.  The  termination  shall  be  in  accordance  with  Section 
8.340  of  the  Charter  and  applicable  procedures  in  THIS  Rule  ((6,  Section 
6.01))  . 

C . The  employee  shall  have  the  right  of  appeal  and 
hearing  before  the  Commission. 

D.  Notice  of  appeal  shall  be  filed  in  writing  ((in))  WITH 
the  Civil  Service  ((Department))  COMMISSION  within  FOURTEEN  (14)  CALENDAR 
((ten  (10)  working))  days  (((excluding  Saturdays,  Sundays  and  Holidays))) 
following  the  EFFECTIVE  date  of  THE  NOTICE  OF  termination  ((of 
appointment) ) . 

E.  The  Commission  will  announce  the  time  and  place  of 
hearing  which  shall  be  as  soon  thereafter  as  convenient  to  all  parties. 

F.  The  Commission  shall  render  its  decision  within  thirty 
(30)  days  after  receipt  of  the  notice  of  termination,  and 

(((a)))  ((m))May  direct  such  person  dismissed,  or 

( ( (b) ) ) ^ ((d))  Declare  such  person  reinstated  in  the 

position  and  may  order  that  the  employee  be 
paid  salary  from  the  time  of  termination  of 
appopintment , or 

(((c)))  22.  ((o))Order  the  return  of  such  person  to 

((the))  A position  IN  THE  CLASS  from  which 
promoted  AND  MAY  IN  ITS  DISCRETION  RETURN 
THE  NAME  TO  THE  LIST  OF  ELIGIBLES  FOR  THE 

CLASS  FROM  WHICH  TERMINATED. 

G . The  decision  of  the  Commission  OR  THE  ACTION  TAKEN  IN 
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THB  EVENT  NO  APPEAL  IS  FILED  shall  be  final  AND  NO  RECONSIDERATION 


REQUEST  SHALL  BE  ALLOWED. 

H.  Pending  decision  of  the  Commission,  the  appointing 
officer  has  the  option  to  restore  the  employee  to  duty  in  a position  in 
the  class  from  which  promoted.  If  the  position  was  under  another 
appointing  officer,  that  appointing  officer's  approval  to  such 
reinstatement  shall  be  required. 

Section  6.06  PROCEDURE  FOR  DISMISSAL  OP  ((REGULAR))  PERMANENT  EMPLOYEE 

EXCEPT  MEMBERS  OF  THE  UNIFORMED  RANKS  OF  THE  POLICE  AND 

FIRE  DEPARTMENTS.  (((Entire  Section  Amended  1/8/79))) 
((a)))  A.  Discharge  of  Permanent  Employee 

A ((regular))  permanent  employee  may  be  discharged  for  cause  upon 
written  charges  and  after  having  an  opportunity  to  be  heard  in  her/his 
own  defense.  THE  EMPLOYEE  MAY  BE  REPRESENTED  BY  COUNSEL  OR  OTHER 
REPRESENTATIVE.  (((Amended  2/2/76))) 

((b)))  B_^  Notification  of  Time  and  Place  of  Hearing 

When  the  charges  are  made,  the  appointing  officer  shall  notify  the 
person  in  writing  of  the  time  and  place  where  the  charges  will  be  heard 
by  mailing  such  statement  Via  Certified  Mail  to  her/his  last  known 
address.  Such  hearing  shall  not  be  held  within  five  (5)  working  days  of 
the  date  on  which  the  notice  is  mailed.  ((The  Employee  may  be 
represented  by  counsel  or  other  representatives  of  her/his  own  choosing. 
(Amended  ll/lS/79)))  ANY  PARTY  REQUESTING  A CONTINUANCE  OF  A HEARING 
SHALL  PROMPTLY  NOTIFY  THE  HEARING  OFFICER  AND  ALL  OTHER  PARTIES  TO  THE 

ACTION  OF  THE  REQUEST  FOR  CONTINUANCE  AND  THE  REASONS  FOR  THE  REQUEST. 

THE  HEARING  OFFICER  SHALL  DETERMINE  WHETHER  A CONTINUANCE  WILL  BE  GRANTED. 

((c)))  C.  Hearing  Officer  - Sources 

The  hearing  itself,  as  required  by  the  Charter  (Section  8.341), 
shall  be  conducted  by  a hearing  officer  under  contract  to  the  appointing 
officer,  chosen  as  follows  in  each  case; 

I.  From  organizations  such  as  the  American  Arbitration 
Association  or  the  State  Conciliation  Service  which  customarily  provide 
hearing  officers,  or 

2.  From  a list  of  qualified  hearing  officers  certified  by 
the  Civil  Service  Commission,  such  list  to  be  kept  current  and  to  contain 
at  all  times  at  least  three  names. 
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((d)))  D_^  Hearing  Officer  - Method  of  Selection 

The  Civil  Service  Commission  shall  certify 
its  list  of  hearing  officers  by  the  following  method; 

1.  The  Commission  shall  ((cause  to  be))  publish  ( (ed) ) in 
a newspaper  of  general  circulation  an  announcement  of  openings  for 
hearing  officers.  This  announcement  shall  run  either  for  a period  of 
five  (5)  working  days  or  for  two  weekends,  at  the  discretion  of  the 
Commission . 

2.  The  Commission  shall  include  in  its  list  only  such 
applicants  as  satisfy  the  following  criteria: 

i.  Have  at  least  one  year  of  experience  in  the 
conduct  of  judicial  hearings  in  the  capacity  of  a hearing  officer. 

ii.  Have  experience  in  the  resolution  of  disputes 
involving  the  interpretation  of  labor-management  contracts. 

3.  The  Civil  Service  Commission  shall  post  the  list  of 
panel  members  so  selected  for  a period  of  five  (5)  working  days  during 
which  time  employees,  the  public  employee  organizations  or  city 
departments  may  seek  to  demonstrate  in  writing  that  any  member  of  the 
panel  is  unacceptable.  The  General  Manager,  Personnel,  shall  review  such 
challenges  and  shall  determine  whether  on  the  basis  of  the  challenge  the 
individual  should  be  eliminated  from  the  approved  list. 

((e)))  Hearing  Officer  - Challenge  by  Employee 

The  employee  may  challenge  the  competence  of  the  hearing 
officer  who  is  scheduled  to  hear  THE  ((his/her))  case  on  the  basis  that 
the  officer  is  in  some  demonstrable  manner  biased  or  prejudiced  against 
the  employee  and  ((that,  therefore,))  the  employee  will  not  be  afforded  a 
fair  hearing.  The  challenge  must  be  made  in  the  following  manner. 

1.  The  challenge  must  be  by  written  affidavit. 

2.  The  challenge  must  be  received  by  the  appointing 
officer  at  least  twenty-four  (24)  hours  prior  to  the  commencement  of  the 
hear ing . 

((3.))  IN  THE  EVENT  THAT  THE  APPOINTING  OFFICER  DETERMINES  THAT 
THE  HEARING  OFFICER  CANNOT  AFFORD  THE  EMPLOYEE  A FAIR  HEARING,  THE 

APPOINTING  OFFICER  SHALL  IMMEDIATELY  MAKE  ARRANGEMENTS  TO  OBTAIN  THE 

SERVICES  OF  ANOTHER  HEARING  OFFICER.  Should  the  challenge  cause  the 
department  to  incur  expense  through  the  cancellation  of  the  hearing 
officer,  court  reporter,  etc.,  such  expenses  shall  be  borne  by  the 
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employee  in  keeping  with  the  section  on  costs  below.  If  the  employee  has 
been  placed  on  suspension  pending  the  hearing,  any  delay  in  the  hearing 
occasioned  through  challenge  or  replacement  of  a hearing  officer  shall  be 
considered  a delay  of  the  hearing  by  act  of  the  accused  employee  and 
shall  extend  ((indefinitely))  the  thirty-day  period  referred  to  in 
Charter  Section  8.341.  ((In  the  event  that  the  appointing  officer  shall 
determine  that  the  hearing  officer  cannot  afford  the  employee  a fair 
hearing,  the  appointing  officer  shall  immediately  make  arrangements  to 
obtain  the  services  of  another  hearing  officer  in  accordance  with  the 
methods  stated  above.)) 

((f)))  ^ Hearing  Officer  - Evidence  to  be  Considered 

The  hearing  officer  shall  decide  the  case  on  the  basis  of  the 
evidence  presented.  The  hearing  officer  shall  determine  whether  the 
accused  employee  has  adhered  to  the  applicable  orders,  rules, 
regulations,  ordinance,  charter  provisions  or  applicable  sections  of  any 
MgMORAMDUM  OF  AGREEMENT  (MOA)  ((or))  MEMORANDUM  OF  UNDERSTANDING  (MOU) , 

OR  LETTER  OF  UNDERSTANDING  (LOU) . The  hearing  officer  shall  be 
prohibited  from  considering  the  relative  merits  or  social  desirability  of 
such  orders,  rules,  regulations,  ordinance,  charter  provisions  or 
sections  of  MOU's  or  MOA's  as  may  be  applicable  to  the  case. 

((g))  G.  Hearing  Officer  - Decision 

Within  five  (5)  working  days  of  the  close  of  the  hearing,  unless 
specifically  exempted  for  good  cause  by  the  appointing  officer,  the 
hearing  officer  shall  notify  the  appointing  officer  in  writing  of  his 
decision  in  the  case.  The  hearing  officer  shall  be  limited  to  the 
following  options  in  deciding  the  case: 

1.  ((The  hearing  officer  may  e))  Exonerate  the  employee, 
in  which  case  the  ((record))  HEARING  OFFICER  may:  ((at  the  discretion  of 
the  hearing  officer  be  expunged  and  the  employee  may  receive  back  pay  for 
all  time  lost.)) 

a.  REMIT  THE  FULL  PERIOD  OF  THE  SUSPENSION  OR  ANY 

PORTION  THEREOF; 

b.  ORDER  PAYMENT  OF  SALARY  TO  THE  EMPLOYEE  FOR  THE 
PERIOD  OF  TIME  UNDER  SUSPENSION.  IF  ANY  PERIOD  OF  THE  SUSPENSION  IS 

REMITTED,  THE  REPORT  OF  SUCH  PERIOD  OF  SUSPENSION  SHALL  BE  EXPUNGED  FROM 

ALL  RECORDS  OF  SERVICE  OF  THE  EMPLOYEE. 


2.  ((The  hearing  officer  may  f))  Find  the  employee  guilty 
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as  charged,  in  which  case  the  ((following  three  provisions  apply)) 
HSARING  OFFICER  MAY; 


((i.))  ((The  hearing  officer  may  o) ) Order  the 
employee  returned  to  work,  but  without  back  pay  for  any  time  ((not  worked 
between  the  time  charges  were  made  and  the  time  of))  THAT  THE  EMPLOYEE 
HAS  BEEN  PLACED  ON  SUSPENSION  PENDING  the  hearing  ((or  the  time  the 
hearing  officer  renders  a))  AND  decision((,  whichever  is  longer))  ON  THE 
CHARGE (S) , 

((ii.))  b.  ((The  hearing  officer  may  s))  Suspend  the 
employee  without  pay,  ((but))  AND  may  ((or  may  not  at  his  discretion)) 
order  back  pay  for  any  periods  not  worked  prior  to  the  hearing. 

((iii.))  c.  ((The  hearing  officer  may  d))  Dismiss  the 
employee.  (((Amended  2/2/76))) 

((h))  H.  Notification  of  Decision  of  Hearing  Officer 
Within  five  (5)  working  days  after  the  appointing  officer  receives 
written  notification  of  the  decision  of  the  hearing  officer,  ((he))  THE 
APPOINTING  OFFICER  shall  inform  the  employee  in  writing  of  the  decision 
of  the  hearing  officer  and  shall  by  copy  of  this  correspondence  and  the 
written  notification  from  the  hearing  officer  inform  the  Civil  Service 
Commission  of  the  decision  and  the  action  taken. 

((i))  I.  Costs 

The  department  bringing  charges  against  an  employee  shall  pay  all 
fees  for  hearing  officers  and  court  reporters,  ((and,  if  required,  the 
cost  of  preparation  of  the  transcript,))  with  the  following  exception: 

If  additional  costs  are  incurred  as  a result  of  any  request  of  the 
employee  (such  as  costs  occasioned  by  the  untimely  postponement  of  a 
hearing,  challenges  of  hearing  officer,  etc.),  all  such  additional 
costs  ((,  such  as  cancellation  fees  or  fees  when  court  reporters  cannot  be 
notified  of  the  cancellation  of  a hearing  within  their  established  and 
customary  limits))  shall  be  borne  by  the  employee. 

Section  6.07.  ((PROCEDURE  FOR  APPEAL  FOLLOWING  DISMISSAL  OF  REGULAR 

PERMANENT  EMPLOYEES  (superseded  by  Amendment  to  Charter 
Section  8.341  Proposition  B - November  7,  1978))) 

PROCEDURE  FOR  DISMISSAL  AND  TERMINATION  OF  MEMBERS  OF  THE 
UNIFORMED  RANKS  OF  THE  POLICE  AND  FIRE  DEPARTMENTS. 

A.  DISMISSAL  AND  TERMINATION  OF  MEMBERS  OF  THE  UNIFORMED 
RANKS  OF  THE  POLICE  AND  FIRE  DEPARTMENTS  SHALL  BE  AS  PROVIDED  IN  THE 
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CHARTER, 


B.  THE  CIVIL  SERVICE  COMMISSION  SHALL  IMMEDIATELY  BE 
NOTIFIED  ON  THE  PRESCRIBED  FORM  OF  SEPARATIONS  OF  MEMBERS  OF  THE 

UNIFORMED  RANKS  OF  THE  POLICE  AND  FIRE  DEPARTMENTS. 

C.  THE  PROCEDURE  TO  DETERMINE  FUTURE  EMPLOYABILITY  IN  THE 
UNIFORMED  RANKS  OF  THE  POLICE  AND  FIRE  DEPARTMENTS  SHALL  BE  AS  PROVIDED 

IN  THIS  RULE. 

Section  6.08  ((EFFECT  OF  DISMISSAL  OF  REGULAR  PERMANENT  EMPLOYEE  WHEN 
NO  APPEAL  FILED  (Superseded  by  Amendment  to  Charter 
Section  8.341  - Proposition  3 - Novmeber  7,  1978))) 

FAILURE  TO  APPEAL  OR  TO  REQUEST  HEARING 

CERTIFIED  TEMPORARY,  ENTRANCE  PROBATIONARY  AND  PERMANENT 
APPOINTEES  WHO  ARB  DISMISSED  OR  TERMINATED,  INCLUDING  MEMBERS  OF  THE 

UNIFORMED  RANKS  OF  THE  POLICE  AND  FIRE  DEPARTMENTS,  WHO  DESIRE  A HEARING 

ON  THEIR  FUTURE  EMPLOYABILITY,  OR  FOR  LIMITED  TENURE  APPOINTEES  WHO 

DESIRE  A HEARING  ON  APPROVAL  OF  THEIR  TERMINATION  FROM  LIMITED  TENURE 
APPOINTMENT  AND  FUTURE  EMPLOYABILITY,  SHALL  MAKE  SUCH  REQUEST  IN  WRITING 

WITHIN  FOURTEEN  (14)  CALENDAR  DAYS  OF  THE  EFFECTIVE  DATE  OF  THE 
TERMINATION  OR  DISMISSAL.  PROMOTIVE  PROBATIONARY  APPOINTEES  WHO  WISH  TO 
APPEAL  THEIR  TERMINATION  SHALL  DO  SO  IN  WRITING  WITHIN  FOURTEEN  (14) 

CALENDAR  DAYS  OF  THE  EFFECTIVE  DATE  OF  THE  NOTICE  OF  TERMINATION. 

FAILURE  TO  MAKE  SUCH  TIMELY  WRITTEN  REQUEST  SHALL  CONSTITUTE  A FORFEITURE 

OF  THE  RIGHT  TO  A HEARING  AND  THE  FOLLOWING  ACTION  SHALL  BE  TAKEN; 

A.  THE  CANCELLATION  OF  ALL  CURRENT  EXAMINATION  AND 
ELIGIBILITY  STATUS. 

B.  FUTURE  EMPLOYMENT  SHALL  REQUIRE  THE  APPROVAL  OF  THE 
GENERAL  MANAGER,  PERSONNEL. 

C.  ONE  YEAR’S  SATISFACTORY  WORK  EXPERIENCE  OUTSIDE 

THE  CITY  AND  COUNTY  SERVICE  SHALL  BE  REQUIRED  PRIOR  TO  REAPPLICATION  FOR 

EMPLOYMENT  OR  PARTICIPATION  IN  EXAMINATIONS. 

D.  FUTURE  EMPLOYMENT  IN  THE  DEPARTMENT  FROM  WHICH 
DISCHARGED  SHALL  BE  PROHIBITED. 

SECTION  6.09.  HEARING  PROCEDURES 

IF  A TIMELY  WRITTEN  REQUEST  FOR  HEARING  IS  FILED,  THE  GENERAL 
MANAGER,  PERSONNEL  SHALL  NOTIFY  THE  PERSON  AND  THE  DEPARTMENT  OF  THE 

DATE,  TIME  AND  PLACE  OF  THE  HEARING.  UPON  RECEIPT  OF  SUCH  NOTICE  THE 

DEPARTMENT  SHALL  IMMEDIATELY  SUBMIT  THE  PERSON’S  PRIOR  WORK  RECORD  AND 
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RECORDS  OF  ANY  PRIOR  DISCIPLINARY  ACTIONS  TO  THE  CIVIL  SERVICE  COMMISSION 


A.  GENERAL  HEARING  PROCEDORES 

PERSONS  SCHEDULED  FOR  HEARING  UNDER  THIS  RULE  SHALL  BE 
ENTITLED  TO  THE  FOLLOWING; 

1.  REPRESENTATION  BY  COONSEL  OR  OTHER 

REPRESENTATIVE. 


HEARING. 


2.  NOTIFICATION  OF  THE  DATE,  TIME  AND  PLACE  OF  THE 


3.  INSPECTION  OF  ANY  OF  THE  RECORDS  AND  MATERIALS 
WHICH  RELATE  TO  THE  SEPARATION,  PRIOR  WORK  RECORD,  AND  PRIOR  DISCIPLINARY 

ACTIONS. 

4.  ANY  INTERESTED  PARTY  MAY  REQUEST  A CONTINUANCE  OF 
THE  HEARING.  SUCH  REQUEST  FOR  CONTINUANCE  SHALL  BE  PROMPTLY  MADE  TO  THE 

COMMISSION  AS  SOON  AS  THE  NECESSITY  FOR  A CONTINUANCE  BECOMES  KNOWN. 

TO  THE  EXTENT  PRACTICABLE,  THE  DEPARTMENTAL  REPRESENTATIVE  WHO  HAS 

THE  MOST  COMPLETE  PERSONAL  KNOWLEDGE  OF  THE  FACTS  WHICH  CONSTITUTE  THE 

BASIS  FOR  THE  SEPARATION  SHALL  APPEAR  AT  THE  HEARING.  THE  MATTER  WILL  BE 

HEARD  IN  ACCORDANCE  WITH  RULE  5,  SECTION  5.13.  INTERESTED  PARTIES  MAY 

RECORD  THE  HEARING  IF  THEY  PROVIDE  THE  NECESSARY  EQUIPMENT. 

B.  REVIEW  BY  HEARING  OFFICER 

1.  HEARINGS  SHALL  BE  CONDUCTED  BY  A HEARING  OFFICER 
SELECTED  FROM  THE  CIVIL  SERVICE  COMMISSION  PANEL  AS  PROVIDED  IN  THIS  RULE. 

2.  THE  HEARING  OFPICER  SHALL  CONSIDER  THE 
CIRCUMSTANCES  AND  REASONS  FOR  THE  SEPARATION  FROM  SERVICE  AND  MAY 

CONSIDER  THE  PRIOR  WORK  RECORD  OF  THE  PERSON  AS  WELL  AS  PRIOR 

DISCIPLINARY  ACTIONS. 

3.  WITHIN  FIVE  (5)  BUSINESS  DAYS  OF  THE  HEARING,  THE 
HEARING  OFPICER  SHALL  PREPARE  WRITTEN  RECOMMENDATIONS  AND  REASONS 

THEREFOR.  THE  RECOMMENDATIONS  SHALL  BE  CONSISTENT  WITH  THE  CHARTER  AND 
THESE  RULES. 


4.  THE  WRITTEN  RECOMMENDATIONS  AND  REASONS  THEREFOR, 
TOGETHER  WITH  SUCH  OTHER  DOCUMENTS  AS  THE  HEARING  OFFICER  RELIED  UPON  IN 

REACHING  A DECISION,  SHALL  BE  FORWARDED  TO  THE  CIVIL  SERVICE  COMMISSION 

FOR  ITS  RATIFICATION. 


5.  THE  CIVIL  SERVICE  COMMISSION  SHALL  NOTIFY  THE 
PARTIES  OF  THE  HEARING  OFFICER’S  RECOMMENDATIONS  AND  REASONS  THEREFOR, 

AND  THE  TIME,  DATE  AND  PLACE  OF  THE  CIVIL  SERVICE  COMMISSION  MEETING. 
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6.  ALL  C(MMENTS  ON  THE  HEARING  OFFICER'S 


RECOMMENDATIONS  SHALL  BE  SUBMITTED  TO  THE  CIVIL  SERVICE  COMMISSION 

OFFICE,  WITH  SEVEN  (7)  COPIES,  AT  LEAST  FIVE  (5)  DAYS  PRIOR  TO  THE 

MEETING.  NO  OTHER  COMMENTS  WILL  BE  ALLOWED  AT  THE  MEETING  UNLESS 

OTHERWISE  ORDERED  BY  A MAJORITY  OF  THE  COMMISSIONERS. 

7.  THE  DECISION  OF  THE  COMMISSION  SHALL  BE  FINAL  AND 
SHALL  NOT  BE  RECONSIDERED. 

Section  ((6.09))  6.10.  PROCEDURE  FOR  HEARING  ON  CHARGES  AGAINST 
AN  EMPLOYEE  WHEN  THE  APPOINTING  OFFICER 
NEGLECTS  OR  REFUSES  TO  ACT. 

When  the  appointing  officer  neglects  or  refuses  to  act, 
pertaining  to  the  removal  of  any  employee  subject  to  the  civil  service 
provisions  of  the  Charter,  the  Commission  may  hear  and  determine  any 
charge  filed  by  a citizen,  or  by  an  authorized  agent  of  the  Commission. 

In  rendering  its  decision,  the  Commission  shall  determine  the  charges  and 
may  exonerate,  suspend  or  dismiss  the  accused  employee  in  accordance  with 
the  provisions  of  Section  8.341  of  the  Charter. 

The  appointing  officer  or  the  departmental  representative 
shall  appear  when  the  matter  is  to  be  considered.  The  matter  will  be 
heard  in  accordance  with  Rule  5,  Section  5.13  - Order  of  Presentation. 
Section  ((6.10))  6.11.  ELIGIBILITY  STATUS  PENDING  COMMISSION 
ACTION  ((ON  DISCIPLINARY  TERMINATION)) 

Pending  action  of  the  Commission  on  termination  of  any 
appointment  or  upon  presentation  of  charges  for  dismissal,  the  ((name  of 
the))  appointee  shall  be  INELIGIBLE  FOR  ALL  EMPLOYMENT  IN  THE  CITY 
SERVICE,  ((placed  under  waiver  for  all  appointment (s)  on  any  eligible 
list  on  which  the  appointee  has  standing.  ((Amended  11/15/76))) 

((Section  6.11  EFFECT  OF  COMMISSION  APPROVAL  OF 
TERMINATION  OR  DISMISSAL)) 

((Unless  specifically  ordered  otherwise  by  the  Commission,  approval 
of  termination  or  dismissal  shall  result  in  the  cancellation  of  all 
current  examination  and  eligibility  status  and  all  future  applications 
will  require  the  approval  of  the  General  Manager,  Personnel,  after 
completion  of  one  year's  satisfactory  work  experience  outside  the  City 
and  County  service.  (Amended  11/15/76))) 
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(DRAFT,  5/27/82) 


Proposed  Amendments  to  Civil  Service  Commission 

Rule  25  - Absence  From  Duty  Without  Leave 

Additions  are  in  DPPERCASE  AND  UNDERLINED; 

Deletions  are  shown  by  ((Double  Brackets)) 

Section  25.01.  WREN  FIVE  DAYS  OR  LESS 

Absence  from  duty  without  proper  authorization  for  any 
period  of  time  up  to  and  including  five  (5)  or  less  working  days,  shall 
be  cause  for  disciplinary  action  by  the  appointing  officer. 

Section  25.02.  WHEN  OVER  FIVE  DAYS  - AUTOMATIC  RESIGNATION  (((amended 
4/4/77))) 

A.  Absence  from  duty  without  proper  authorization  in 
excess  of  five  continuous  working  days  shall  constitute  abandonment  of 
the  position  and  shall  be  reported  to  the  ((Personnel  Department))  CIVIL 
SERVICE  COMMISSION  and  recorded  as  an  automatic  resignation.  The 
appointing  officer  shall  notify  both  the  Civil  Service  Commission  and  the 
employee  on  the  form  prescribed  by  the  General  Manager,  Personnel.  The 
employee  shall  be  notified  by  certified  mail. 

B.  Such  resignation  shall  be  subject  to  appeal  ((to  the 

Commission,))  if  so  requested  by  the  person  in  writing,  within  FOURTEEN 
(14)  ((15))  calendar  days  of  the  mailing  date  of  the  notice  of  automatic 

resignation  (((The  15  days  includes  the  date  on  which  the  notice  was 
mailed).  The  Commission  shall  hear  such  appeal.))  THE  APPEAL  SHALL  BE 
PROCESSED  IN  ACCORDANCE  WITH  THE  REVIEW  PROCEDURE  PROVIDED  IN  RULE  6. 

The  decision  of  the  Commission  shall  be  final  and  shall  not  be 
reconsidered. 

C.  Failure  to  appeal  within  the  ((15))  FOURTEEN  (14)  day 
period  shall  result  in: 

1.  The  cancellation  of  all  current  examination  and 
eligibility  status. 

2.  All  future  applications  will  be  subject  to  the 
review  and  approval  of  the  General  Manager, 
Personnel,  after  satisfactory  completion  of  one 
year's  work  experience  outside  the  City  and 
County  service. 
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3.  The  resigned  employee  may  not  be  employed  in  the 
same  department  in  the  future. 

D.  Tf  the  person  can  present  evidence  of  being  unable  to 
communicate  with  the  ((appointing  officer))  THB  DEPARTMENT  OR  THE  CIVIL 
SERVICE  CO?<MISSION  and  presents  such  evidence  in  writing ((,))  within 
thirty  (30)  calendar  days  of  being  able  to  so  communicate,  the  automatic 
resignation  may  ((then))  be  ((subject  to))  reconsiderEO ( (ation  by))  UPON 
ORDER  OP  the  ((Commission))  GENERAL  MANAGER,  PERSONNEL.  ((All  requests 
for  reconsideration  will  be  in  writing  and  will  be  processed  in 
accordance  with  the  procedures  for  reconsideration  outlined  in  Rule  5.)) 

E.  Pending  final  action  ((pursuant  to  this  Rule))  an 
individual  under  automatic  resignation  shall  be  INELIGIBLE  FOR  ALL 
EMPLOYMENT  IN  THE  CITY  SERVICE.  ((placed  under  waiver  on  all  eligible 
lists  on  which  there  is  standing.)) 

P.  ((In  consideration))  ON  REVIEW  of  an  automatic 
resignation  the  Commission  shall  talte  one  or  more  of  the  following 
actions: 

1.  Deny  the  appeal  and  approve  the  resignation. 

2.  Order  the  name  of  the  person  removed  from  any 
((other  regular))  eligible  list  or  lists  on  which 
the  ((re  is))  PERSON  MAY  HAVE  STANDING  standing. 

3.  Restrict  participation  in  ((further)) 
examinations  as  ((it  sees  fit))  DEEMED 
APPROPRIATE. 

4.  Return  the  name  to  the  eligible  list  under  such 
conditions  for  further  appointment  ((it)) 
deemED  ( (s) ) appropriate. 

5.  Disapprove  the  resignation  AND  REINSTATE  THE 
PERSON  TO  THE  POSITION  FROM  WHICH  REMOVED. 

((Section  25.03.  PROCESSING  RESIGNATIONS  WREN  NO  WRITTEN  NOTICE)) 

((The  resignation  procedure  outlined  in  Section  25.02 
shall  not  be  used  to  remove  employees  who  have  indicated  their  intention 
to  resign  and  who  leave  their  position  in  good  standing  without 
submitting  properly  completed  resignation  papers  and  who  cannot  be 
located  for  the  purpose  of  signing  a resignation.  Such  employees  are  to 
be  separated  in  accordance  with  Rule  33  by  the  submission  from  the 
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appointing  officer  of  unsigned  resignation  papers  with  a letter  or 
explanation  attached.  A copy  of  both  the  resignation  and  the 
accompanying  letter  are  to  be  sent  to  the  employee  by  certified  mail.)) 
Section  25. ^((04)).  HEARING  PROCEDURES. 

Hearings  pursuant  to  this  Rule  shall  be  conducted  in 
accordance  with  the  procedure  outlined  in  Civil  Service  Commission 
Rule((s  6.01  and  5.13))  6. 

Section  25. ^((05)).  EFFECTIVE  DATE  OF  RULE  CHANGE 

The  AMENDMENTS  TO  ((provisions  of))  this  Rule  as  adopted 

on  ((April  4,  1977))  will  be  in  effect  on 

((April  13,  1977)). 
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Proposed  Amendments  to  Civil  Service  Conmiission 

Rule  33  - Resignation 
Additions  are  in  UPPERCASE  AMD  UNPBRLINBD; 

Deletions  are  shown  by  {(Double  Brackets)) 

Section  33.01.  FORM. 

A resignation  shall  be  immediately  reported  on  the  FORM  prescribed 
BY  ({form  to  either))  the  General  Manager,  Personnel^  ((,  or  to  the  Civil 
Service  Commission  as  provided  below.))  If  an  employee  resigns  without 
completing  the  form,  but  otherwise  gives  notification  in  writing  of 
((her/his))  resignation,  such  notification  shall  be  attached  to  the 
form.  (((amended  10/16/78))) 

Section  33.02.  CERTIFICATON  AMD  DISPOSITION. 

The  appointing  officer  shall  certify  on  the  resignation  form 
whether  the  resignee's  services  have  been  satisfactory  or 
unsatisfactory.  IF  SERVICES  ARE  CERTIFIED  AS  SATISFACTORY  ((T))the 
resignation  FORM  shall  be  forwarded  to  the  General  Manager,  Personnel, 
for  recordation^  IP  SERVICES  ARB  CERTIFIED  AS  UNSATISFACTORY,  THE 
RESIGNATION  SHALL  BE  PROCESSED  IN  ACCORDANCE  WITH  THIS  RULE.  ( (if 

services  were  satisfactory  and  to  the  Civil  Service  Commission  for 
determination  of  future  employability  if  services  were  unsatisfactory, 
(amended  10/16/78))) 

Section  33.03.  EFFECTIVE  DATE  OF  RESIGNATION  - WHEN  FINAL. 

A resignation  shall  be  final  on  the  effective  date  entered  on  the 
resignation  form  and  shall  not  thereafter  be  rescinded.  (((amended 
10/16/78) )) 

Section  33.04.  SATISFACTORY  SERVICE  - PERMANENT  APPOINTEES. 

A permanent  appointee  who  has  completed  the  probationary  period  and 
who  resigns  and  whose  services  have  been  certified  as  satisfactory  by  the 
appointing  officer  shall  be  permanently  separated  from  such  appointment 
except  as  provided  in  the  Reappointment  Rule.  (((amended  1/3/77; 
10/16/78) ) ) 

Section  33.05.  SATISFACTORY  SERVICE  - PROBATIONARY  OR  TEMPORARY 
APPOINTEES. 


An  employee  under  probationary  or  temporary  appointment  who  resigns 
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and  whose  services  have  been  certified  as  satisfactory  by  the  appointing 
officer  shall  be  removed  from  the  eligible  list  from  which  appointed 
except  upon  written  request  and  with  the  approval  of  the  General  Manager, 
Personnel,  the  name  of  the  resignee  may  be  returned  to  the  eligible  list 
from  which  appointed  if  such  list  has  not  expired.  Approved  requests 
received  by  the  third  Friday  of  the  month  become  effective  on  the  first 
business  day  of  the  following  month  unless  otherwise  ordered  by  the 
General  Manager,  Personnel. 

Section  33.06.  PROCEDURE  FOR  REVIEW  OF  RESIGNATION;  SERVICES 
UNSATISFACTORY. 

A.  Notice  of  Proposed  Action 

If  services  are  to  be  designated  as  unsatisfactory,  the  appointing 
officer  or  designated  representative  shall  notify  the  resignee  of 
intention  to  so  certify  the  resignation.  The  resignee  shall  be  informed 
of  the  reasons  for  this  determination  and  be  offered  an  opportunity  for 
review  by  the  appointing  officer  for  review  by  the  appointing  officer  or 
designated  representative.  IP  AS  A RESULT  OF  THE  REVIEW  THE  APPOINTING 
OFFICER  CERTIFIES  THE  SERVICES  AS  SATISFACTORY,  THE  APPOINTING  OFFICER 

SHALL  IMMEDIATELY  SEND  A COPY  OF  THE  RESIGNATION  FORM  WITH  SERVICES 

CLEARLY  MARKED  SATISFACTORY  TO  THE  RESIGNEE  AND  TO  THE  GENERAL  MANAGER, 

PERSONNEL. 

( (B . Action  by  Appointing  Officer) ) 

((As  a result  of  review,  if  such  review  is  requested  by  the 
resignee,  the  appointing  officer  may  amend  or  sustain  the  certification 
of  services.)) 

(((C.  Notification  to  Employee.)) 

((If  the  appointing  officer  amends  the  resignation,  the  resignee 
shall  immediately  be  notified  by  copy  of  the  resignation  form  with 
services  clearly  marked  satisfactory.  If  the  appointing  officer  sustains 
the  original  determination  the  appointing  officer  shall  immediately 
notify  the  resignee  and  the  Civil  Service  Commission  on  the  prescribed 
personnel  department  form.)) 

B((D)).  NOTIFICATION  AND  Report  Requirement. 

IF  THE  APPOINTING  OFFICER  CERTIFIES  THE  SERVICES  AS  UNSATISFACTORY, 

THE  APPOINTING  OFFICER  SHALL  IMMEDIATELY  SO  NOTIFY  THE  RESIGNEE  AND  THE 

CIVIL  SERVICE  COMMISSION  ON  THE  PRESCRIBED  FORMS,  WITH  A CERTIFICATION 
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((A  resignation  certified  by  the  appointing  officer  with  services 
unsatisfactory  shall  be  accompanied  with  a statement  of  the  reasons  for 
this  action  and  shall  contain  a statement))  that  the  notification  and 
review  procedure  outlined  above  was  completed {(.) ) AND  A STATEMENT  OF  THE 
REASONS  TOR  THE  ACTION. 

C((E)).  ((Commission))  Procedure  for  Review. 

((The  Civil  Service  Commission  shall  consider))  A REVIEW  SHALL  BE 
MADE  OF  the  resignation ( (s) ) of  A person  ((s))  whose  services  have  been 
designated  as  unsatisfactory  ONLY  IF  SO  REQUESTED  BY  THE  RESIGNEE.  A 
REQUEST  FOR  REVIEW  MUST  BE  MADE  IN  WRITING  AND  RECEIVED  IN  THE  COMMISSION 

OFFICE  WITHIN  FOURTEEN  (14)  CALENDAR  DAYS  OP  THE  POSTMARK  DATE  OP  THE 

NOTICE  OF  UNSATISFACTORY  SERVICES.  THE  REVIEW  AND  HEARING  PROCEDURE 

SHALL  BE  IN  ACCORDANCE  WITH  RULE  6 and  THE  COMMISSION  shall  take  one  or 
■ore  of  the  following  actions; 

1.  Accept  the  resignation  as  certified. 

2.  Remove  the  name  of  the  resignee  from  eligible  lists  on  which 
there  is  standing. 

3.  Restrict  participation  in  ((future))  examinations  as  ((it)) 
deemED((s  just))  APPROPRIATE. 

4.  Restrict  future  employment  as  ((it))  deemED ( (s  just)) 
APPROPRIATE. 

5.  Accept  the  resignation  as  certified  and  order  that  future 
employment  be  without  restriction  including^ 

a.  FOR  A PERSON  RESIGNING  FROM  A PROBATIONARY  OR  CERTIFIED 

TEMPORARY  APPOINTMENT,  THE  RIGHT  TO  REQUEST  THAT  THEIR  NAME 

BE  RETURNED  TO  THE  ELIGIBLE  LIST  FROM  WHICH  APPOINTED; 

b.  FOR  A PERSON  RESIGNING  FROM  A PERMANENT, 

NON-PROBATIONARY  APPOINTMENT,  the  right  to  request 
reappointment . 

6.  Remand  the  resignation  to  the  appointing  officer  for 
reconsideration. 

THE  DECISION  OP  THE  COMMISSION  SHALL  BE  FINAL  AND  SHALL  NOT  BE 
RECONSIDERED. 

D.  FAILURE  TO  REQUEST  REVIEW 

FAILURE  TO  REQUEST  A REVIEW  WITHIN  THE  FOURTEEN  (14)  DAY  PERIOD 


PROVIDED  ABOVE  SHALL  RESULT  IN; 
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THE  CANCELLATION  OF  ALL  CURRENT  EXAMINATION  AND  ELIGIBILITY 


STATUS . 

2^  ALL  FUTURE  EMPLOYMENT  AND  EXAMINATION  APPLICATIONS  SHALL  BE 

SUBJECT  TO  THE  REVIEW  AND  APPROVAL  OF  THE  GENERAL  MANAGER, 

PERSOWHEL>  AFTER  SATISFACTORY  COMPLETION  OF  ONE  YEAR’S  WORK 

EXPERIENCE  OUTSIDE  THE  CITY  AND  COUNTY  SERVICE. 

3^  THE  RESIGNED  EMPLOYEE  MAY  NOT  BE  EMPLOYED  IN  THE  SAME 

DEPARTMENT  IN  THE  FUTURE. 

E^(((P))  Waiver  of  Employment 

Pending  PINAL  action  ((by  the  Commission)),  the  reslgnee  shall  be 
INELIGIBLE  FOR  ((under  waiver  of))  all  employment  IN  THE  CITY  SERVICE. 
SECTION  33,07.  PROCESSING  RESIGNATIONS  WHEN  NO  WRITTEN  NOTICE. 

THE  AUTOMATIC  RESIGNATION  PROCEDURE  OUTLINED  IN  RULE  25  SHALL  NOT 

BE  USED  TO  REMOVE  EMPLOYEES  WHO  HAVE  INDICATED  THEIR  INTENTION  TO  RESIGN 

AND  WHO  LEAVE  THEIR  POSITION  IN  GOOD  STANDING  WITHOUT  SUBMITTING  PROPERLY 

COMPLETED  RESIGNATION  PAPERS  AND  WHO  CANNOT  BE  LOCATED  FOR  THE  PURPOSE  OF 

SIGNING  A RESIGNATION.  THE  APPOINTING  OFFICER  SHALL  SUBMIT  AN  UNSIGNED 

RESIGNATION  FORM  ON  BEHALF  OF  THE  EMPLOYEE  WITH  A LETTER  OF  EXPLANATION 

ATTACHED.  THE  APPOINTING  OFFICER  SHALL  SEND  A COPY  OF  BOTH  THE 

RESIGNATION  FORM  AND  THE  LETTER  OF  EXPLANATION  TO  THE  EMPLOYEE  BY 
CERTIFIED  MAIL. 

SECTION  33.08.  EFFECTIVE  DATE  OF  RULE  CHANGE. 

THE  PROVISIONS  OF  THIS  RULE  AS  ADOPTED  ON , 1982 

SHALL  AFFECT  ALL  RESIGNATIONS  EFFECTIVE  ON  OR  AFTER 
, 1982. 
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^ity  and  County  of  San  Francisco 


Civil  Service  Commission 


z 


August  20,  1982 


OOCUNIENTS  DEPT. 

AUG  2 4 1982 

SAN  FRANCISCO 


M E MORANDUM 


To 


All  Appointing  Officers 
Departmental  Personnel  Officers 

Employees  and  Employee  Organization  Representatives 


From 


John  J.  Walsh 

General  Manager,  Personnel 


SUBJECT : PROPOSED  RULE  37  - SENIOR  MANAGEMENT  SERVICE 


Attached  is  proposed  Civil  Service  Rule  37  on  the  Senior  Manage- 
ment Service. 

Requests  to  meet  and  confer  or  consult  on  this  proposal  must  be 
received  in  writing  by  September  3,  1982  and  must  Include  the  name  and 
telephone  number  of  a contact  person.  Meetings  will  be  scheduled  at 
mutually  convenient  times.  Requests  are  to  be  directed  to  Jean  Pral, 
Senior  Management  Service  Project  Director,  646  Van  Ness  Avenue, 

Room  240,  San  Francisco,  CA  94102-4693.  Requests  received  after  the 
deadline  will  not  be  considered. 

Additional  copies  of  this  proposal  are  available  in  Room  153  City 


Hall. 


Att. 


JJW/mjp 


oom  151  City  Hall 


San  Francisco  94102 


'ii'xciijcO  hm ' ytf 


RaH  vltO  und 


August  20,  1982 


(PROPOSED) 

RULE  37 

SENIOR  MANAGEMENT  SERVICE 

Section  37.01  POLICY  STATEMENT 

A.  PURPOSE 

The  Senior  Management  Service  (hereinafter  referred  to  as  SMS)  is 
established  to  promote  more  effective  and  efficient  management 
performance  throuc^out  the  City.  Its  purposes  shall  be  to  link 
management  pay  to  performance;  promote  management  accountability; 
link  career  advancement  to  job  performance;  and  identify  and 
recognize  competent  managers.  SMS  promotes  management  improvement  by 
using  explicit  Management-by-Objectives  (MBO)  standards  to  evaluate 
managers'  performance  and  link  performance  to  pay,  subject  to 
applicable  provisions  of  the  Chcirter  and  Salary  Standardization 
Ordinance.  The  identification,  advancement,  and  recognition  of 
competent  managers  will  be  furthered. 

B.  ENROLLMENT 

Membership  in  SMS  shall  be  voluntary  during  the  initial 
enrollment  period.  Incumbents  in  SMS  designated  classes  shall  be 
given  a minimum  of  120  days  from  a date  specified  by  the  General 
Manager,  Personnel  to  enroll  in  SMS.  The  General  Manager,  Personnel, 
shall  establish  a closing  date  by  posting  a notice  30  days  prior  to 
such  date.  Persons  appointed  to  SMS  designated  classes  thereafter 
shall  participate  in  SMS.  Other  than  as  provided  herein,  appointment 
to  a SMS  designated  Civil  Service  position  shall  be  by  competitive 
examination. 
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C.  CAREER  MOBILITY 


Examinations  in  SMS  shall  be  competitive  and  held  on  a combined 
entrance  and  promotive  basis.  Assignments  and  transfers  to  further 
career  mobility  and  professional  opportunities  to  develop  and  improve 
managerial  skills  shall  be  encouraged. 

D.  AFFIRMATIVE  ACTION  GOALS 

SMS  shall  be  administered  so  as  to  further  the  affirmative  action 
objectives  of  the  City.  Equal  employment  opportunities  shall  be 
encouraged  in  all  aspects  of  SMS  including  recruitment,  examinations 
and  employee  development. 

E.  APPLICABILITY  OF  CIVIL  SERVICE  RULES 

Except  as  specifically  provided  herein,  all  other  Civil  Service 
Commission  Rules  shall  apply  to  SMS  participants. 
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Section  37.02  DEFINITIONS 


Terms  not  specifically  defined  below  shall  have  the  same  meaning 
as  that  used  elsewhere  in  these  Rules. 

A.  Enrollment  Period  - the  period  during  which  incumbents  in 
SMS-designated  classes  shall  be  eligible  to  join  SMS. 

B.  Former  Class  - The  class  in  which  permanent  appointment 
was  held  by  an  employee  immediately  prior  to  reclassification. 

C.  Management  Performance  Evaluation  System  - The  process 
used  to  appraise  the  competence  and  effectiveness  of  management  - 
level  personnel,  including  SMS  participants.  Administration  of  the 
system  is  covered  by  a set  of  management  performance  evaluation 
procedures  approved  by  the  General  Manager,  Personnel. 

D.  Participant  - An  employee  who  has  entered  SMS,  either  by 
joining  during  the  enrollment  period  or  by  conpetitive  examination. 

E.  Salary  Increment  - A percentage  increase  in  salary  based  on  a 
participant's  performance  evaluation  and  seniority,  as  provided  for 
in  the  Salary  Standardization  Ordinance.  These  provisions  shall  not 
apply  to  tenporary  employees. 

F.  Senior  Management  Service  (SMS)  - The  system,  comprised  of 
classes  designated  by  the  General  Manager,  Personnel,  that  is 
governed  by  provisions  of  this  Rule  and  the  SMS  section  of  the  Salary 
Standardization  Ordinance. 
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Section  37.03  ELIGIBLE  LISTS 


Unless  otherwise  determined  by  the  Civil  Service  Commission, 
lists  of  eligibles  for  SMS-designated  classes  subject  to  a 
classification  survey  will  not  be  utilized  for  appointment  to  new 
classes  resulting  therefrom. 

Section  37.04  PROBATIONARY  PERIOD 

All  Civil  Service  ertployees  in  SMS  classes  which  are  not 
specifically  exempt  from  the  Civil  Service  provisions  of  the 
Charter  shall  serve  a one  ( 1 ) year  probationary  period.  A mid- 
probationary evaluation  report  shall  be  prepared  at  the  end  of  the 
fifth  month.  The  final  probationary  evaluation  report  shall  be 
prepared  at  the  end  of  the  eleventh  month  and  be  submitted  prior  to 
the  end  of  the  probationary  period. 
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Section  37.05  PERFORMANCE  EVALUATION 


Performance  of  all  enployees  in  SMS  designated  classes  shall  be 
evaluated  according  to  the  procedures  of  the  management  performance 
evaluation  system  as  defined  elsewhere  in  this  Rule  and  referred  to 
in  this  section  as  evaluation  reports. 

A.  ADVANCEMENT  THROUGH  THE  SALARY  STEPS 

Advancement  through  the  salary  steps  for  SMS  participants 
shall  be  based  on  seniority  and  performance  according  to 
provisions  set  forth  in  the  Salary  Standardization 
Ordinance.  These  provisions  shall  not  apply  to  temporary 
employees. 

B.  SCHEDULE  OF  EVALUATION  REPORTS  FOR  DETERMINATION  OF  SALARY 
INCREMENTS 

1 . Participants  who  join  SMS  during  the  enrollment  period 
who  are  not  at  the  top  step  in  the  compensation  schedule 
shall  receive  their  next  regularly  scheduled  seniority 
increment.  Thereafter,  salary  increments  will  no  longer 
be  awarded  automatically  and  participants  shall  have 
their  performance  evaluated  at  the  eleventh  month  of  each 
year  of  service  for  determination,  if  otherwise  eligible, 
of  salary  increments. 

2.  Participants  who  enter  SMS  by  examination  at  the  first 
step  in  the  compensation  schedule  shall  have  their  per- 
formance evaluated  at  the  end  of  the  fifth  month  of 
service  for  determination  of  salary  increments.  Per- 
formance shall  be  evaluated  at  the  eleventh  month  of 
service  each  year  thereafter  for  determination,  if 
otherwise  eligible,  of  salary  increments. 
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3.  Participants  who  enter  SMS  by  examination  at  other  than 
the  first  step  in  the  compensation  schedule  shall  have 
their  performance  evaluated  at  the  eleventh  month  of  each 
year  of  service  for  determination,  if  otherwise  eligible, 
of  salary  increments. 

C.  REVIEW  OF  PERFORMANCE  EVALUATION  REPORTS 

Performance  evaluations  shall  be  reported  on  a prescribed 
form  and  in  accordance  with  procedures  and  instructions 
approved  by  the  General  Manager,  Personnel,  and  shall  be  the 
basis  for  determining  salary  increments,  except  as  provided 
elsewhere  in  these  Rules.  The  General  Manager,  Personnel  or 
designee  is  responsible  for  reviewing  evaluation  reports  as 
submitted  by  the  Appointing  Officer  for  the  purpose  of 
approving  or  disapproving  based  on  adequacy  of  documentation 
for  determination  of  salary  increments.  Copies  of  the 
evaluation  reports  shall  be  retained  in  the  department  and 
maintained  so  as  to  be  readily  available  for  review.  If  no 
evaluation  report  was  completed  or  if  documentation  is 
insufficient  to  support  the  performance  rating,  the  General 
Manager,  Personnel  or  designee  shall  instruct  the  appointing 
officer  to  comply. 
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D.  APPEALS  OF  PERFORMANCE  EVALUATION  REPORTS 


A participant  may  appeal  a performance  evaluation  report  if 
the  participant  was  rated  "development  needed"  or 
"unacceptable."  The  appeal  shall  be  filed  in  writing  within 
five  (5)  days  of  the  participant's  receipt  of  the  evaluation 
with  the  General  Manager,  Personnel  or  designee,  who  shall 
forward  a copy  of  the  appeal  to  the  participant ' s appointing 
officer.  The  appeal  must  address  points  of  disagreement  in 
writing  with  documentation  to  support  a different  perception 
of  performance  than  the  rating  indicates.  The  appointing 
officer  shall  reply  in  writing  within  14  days  to  the  General 
Manager,  Personnel  or  designee,  on  the  merits  of  the  appeal. 
The  General  Manager,  Personnel  shall  issue  his  decision  in 
writing  within  thirty  (30)  days  of  receipt  of  the  written 
appeal.  Such  decision  shall  be  final  and  no  further  appeals 
shall  be  considered. 

Section  37.06  SENIOR  MANAGEMENT  SERVICE  DEVELOPMENT  FUND 

A Senior  Management  Service  Development  Fund  (hereinafter 
referred  to  as  the  Fund)  shall  be  established  to  fund  management 
development  activities  for  participants.  These  activities  shall 
include  but  not  be  limited  to  the  following: 

1 . Attendance  at  and  successful  completion  of  college-level 
management  development  courses  or  seminars. 

2.  Membership  in  job-related  professional  associations  and 
attendance  at  professional  conferences  and  meetings. 

3.  Recognition  of  senior  managers  for  exemplary  performance, 
in  the  form  of  commendations  or  other  non-cash  items. 
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A.  RESTRICTIONS  ON  USE  OF  THE  FUND 


The  activities  paid  for  by  the  Fund  shall  be  job-related  and 
pertain  to  performance  of  managerial  duties,  not  the  technical 
expertise  that  might  be  needed  for  specific  job  tasks.  The  total 
amount  of  the  Fund  that  can  be  allocated,  per  participant,  shall  not 
exceed  $1000  annually. 

B.  ADMINISTRATION  OF  THE  FUND 

Appointing  officers,  the  Mayor,  or  the  Chief  Administrative 
Officer  shall  recommend  that  the  manager's  participation  in  a 
specific  activity  be  compensated  by  the  Fund.  Recommendations  shall 
be  accompanied  by  a brief  statement  of  why  the  activity  will  benefit, 
or  has  benefited,  the  manager's  performance;  that  the  department  does 
not  have  the  resources  to  pay  for  the  activity  in  absence  of  the 
Fund;  and  the  manager's  most  recent  evaluation  report. 

A committee  consisting  of  three  persons,  two  designated  by  the 
General  Manager,  Personnel  and  one  designated  by  the  Office  of  the 
Mayor  shall  review  recommendations  for  use  of  the  Fund.  The 
committee  shall  determine  which  activities  will  be  paid  out  of  the 
Fund  according  to  the  following  criteria; 

1.  The  activity  qualifies  for  use  of  the  Fund,  according 
to  the  specifications  outlined  above. 

2.  Participants  rated  "fully  competent  and  effective" 
or  above  on  their  most  recent  management  performance 
evaluation  shall  be  considered  first  for  use  of  the 
Fund. 
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Section  37,07  TEMPORARY  ASSIGNMENTS  OUTSIDE  OF  CLASSIFICATION 
Temporary  assignments  outside  of  classification  of  SMS 
participants  shall  be  in  accordance  with  the  provisions  of  the 
Charter  and  those  set  forth  elsewhere  in  these  Rules,  with  the 
following  exceptions: 

A,  The  appointing  officer  shall  have  broad  discretion  in 
determining  the  nature  and  duration  of  such  temporary 
assignments. 

B.  When  funds  are  available  and  as  soon  as  practicable,  a 
temporary  appointment  shall  be  made. 

Section  37.08  GENERAL  LAY-OFF  PROVISIONS 

Lay-offs  in  SMS  classes  not  specifically  exempt  from  the  Civil 
Service  provisions  of  the  Charter  shall  be  governed  by  the 
provisions  set  forth  elsewhere  in  these  Rules  except  for  the 
following: 
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A.  LAY-OFFS  BY  DEPARTMENT 


Lay-offs  in  SMS  classes  shall  be  treated  separately  under  each 
appointing  officer.  Interdepartmental  displacement  rights  in  SMS 
classes  shall  pertain  only  to  reinstatement  to  a position  in  a 
former  class  from  which  promoted. 

B.  ORDER  OF  LAY-OFFS 

Lay-offs  in  SMS  classes  shall  be  by  inverse  order  of 
seniority  within  each  evaluation  category  in  a department.  Lay- 
offs shall  occur  in  the  following  order  as  determined  by  the 
rating  on  the  employee ' s most  recent  regularly  scheduled 
evaluation  report: 

1 . Unacceptable 

2.  Development  Needed 

3.  Fully  Competent  and  Effective 

4.  Superior 

5.  Outstanding 

Any  exceptions  to  this  order  of  lay-off  shall  require  the 
approval  of  the  General  Manager,  Personnel  at  the  request 
of  the  appointing  officer. 

C.  REINSTATEMENT  FOLLOWING  LAY-OFF 

Participants  who  are  laid  off  whose  former  class  has  been 
abolished  because  of  reclassification  shall  have  reinstatement 
ri^ts  as  determined  by  the  General  Manager,  Personnel. 
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D.  HOLDOVER  RIGHTS 


SMS  participants  who  are  laid  off  shall  have  the  same  holdover 
rights  as  other  employees,  except  that: 

1.  Appointing  officers  shall  select  the  person  to  return  to 
duty  from  the  three  persons  with  the  highest  rank  on  the 
holdover  roster; 

2.  If  less  than  three  persons  are  on  the  holdover  roster, 
the  appointing  officer  shall  have  a choice  of  three 
candidates  certified  from,  first,  the  holdover  roster  and 
then  from  the  highest  ranked  eligibles  on  the  eligible  list; 

3.  If  no  eligible  list  exists,  the  selection  shall  be  made 
solely  from  the  holdover  roster. 
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City  and  County  of  San  Francisco 


Civil  Service  Commission 


TO: 


October  8,  i^dg^^UMENTS  DEPT. 

OCT  1 5 1982 


All  Appointing  Officers 
Departmental  Personnel  Officers 

Einployees  and  Employee  Organization  Representatives 


SAN  FRANCISCO 
piini.io  • irrapy 


PROM:  John  J.  Walsh 

General  Manager,  Personnel 

SUBJECT:  PROPOSED  MBNIKaiT.  TO  APPENDIX  B.  OF.  THE 

CIVIL  SERVICE  COMMI.SS10N  RULES  TO.  REQUIRE 
A ONE-YEAR  PROBATIONARY  PERIOD  FOR  CERTAIN  CLASSES. 


Attached  is  a list  of  classes  vdiich  are  being  proposed  for  addition 
to  Appendix  B of  the  Civil  Service  Commission  Rules  to  require  a one-year 
probationary  period.  Most  of  these  classes  are  designated  for  inclusion 
in  the  Senior  Management  Service. 

Requests  to  meet  and  confer  or  consult  on  this  proposal  must  be 
received  in  writing  by  October  22,  1982  and  must  include  the  name  and 
telephone  number  of  a contact  person.  Meetings  will  be  scheduled  at 
mutually  convenient  times.  Requests  are  to  be  directed  to  Al  Walker, 
Assistant  Secretary,  Civil  Service  Commission,  153  City  Hall,  CA  94102- 
4693*  Requests  received  after  the  deadline  will  not  be  considered. 

Additional  copies  of  this  proposal  are  available  in  Room  I53  City 

Hall. 


Room  151  City  Hall 


San  Francisco  941 02 
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1257 

1865 

2118 

2124 

2143 

2145 

2171 

2182 

2212 

2233 

2234 

2246 

2248 

2250 

2344 

2352 

2366 

2368 

2369 

2370 

2465 

2466 

2490 

2492 

2581 

2584 


CLASSIFICATIONS  PROPOSED  FOR 
ONE-YEAR  .PROBATIONARY  PERIOD 

Training  Coordinator 

Systems  and  Procedures  Supervisor 

Director,  Medical  Records 

Director  of  Admissions,  San  Francisco  General  Hospital 

Hospital  Assistant  Administrator 

Hospital  Associate  Administrator 

Medical  Director,  Laguna  Honda  Hospital 

Administrator,  Laguna  Honda  Hospital 

Director,  Division  of  Dental  Health 

Supervising  Physician  Specialist 

District  Health  Officer 

Assistant  Director  of  Clinical  Services  I 

Assistant  Director  of  Clinical  Services  II 

Director  of  Clinical  Services 

Chief  of  Surge r.y  Nurses 

Assistant  Director  of  Nursing  Education 

Assistant  Director  of  Nurses,  Laguna  Honda  Hospital 

Assistant  Director  of  Nurses,  San  Francisco  General  Hospital 

Director  of  Nurses,  Laguna  Honda  Hospital 

Director  of  Nurses,  San  Francisco  General  Hospital 

Virologist 

Chief  Microbiologist 
Director,  Public  Health  Chemist 
Director,  Public  Health  Laboratories 
Administrative  Coroner 


Chief  Medical  Examiner  - Coroner 


v;,  !■  ..-i  i ;V-  V;  -.vai  r.  ,,  -i )’ AV  A , ..  | 


2638 

2660 

2786 

2816 

2824 

2836 

2885 

2894 

2899 

2896 

2897 

2925 

2990 

2991 

2998 

2969 

2970 

2971 

2973 

9104 

3119 

9234 

3292 

9440 

9499 

9496 

3466 

3638 

3640 


Director  of  Food  Services,  S.F.U.S.D. 

Administrative  Chef 

General  Services  Manager 

Chief,  Bureau  of  Records  and  Statistics 

Chief,  Bureau  of  Health  Education 

Director  of  Public  Health  Nursing 

Deputy  Director  of  Adult  Services,  Community  Health  Service 
Program  Chief,  Community  Public  Health  Services 
Program  Chief,  Community  Mental  Health  Services 
Deputy  Director  of  Community  Health  Programs 

Deputy  Director  for  Program  Planning,  Development,  Research  and  Evaluation 

Chief,  Medical  Social  Services 

Social  Service  Division  Supervisor 

Community  Services  Coordinator 

Director  of  Vocational  Development  and  Training 

Assistant  Director,  Social  Service  Program 

Director,  Administrative  Services,  Department  of  Social  Services 
Director,  Social  Service  Program 

Assistant  General  Manager,  Department  of  Social  Services 
Business  Manager,  Recreation  and  Park  Department 
Executive  Assistant  to  the  General  Manager,  Recreation  and  Park 
Marina  Manager 

Assistant  Superintendent,  Recreation 
Landscaping  and  Street  Planning  Supervisor 

Assistant  Agricultural  Commissioner-Sealer  of  Weights  and  Measures 
County  Agricultural  Commissioner  and  Sealer  of  Weights  and  Measures 
Assistant  Superintendent,  Parks,  Squares  and  Facilities 
Chief  Librarian 

Coordinator  of  Children's  Services 
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3642 

4130 

4132 

4144 

4150 

4212 

4225 

4226 

4256 

4268 

4269 

4349 

4378 

5102 

5104 

5105 

5112 

5113 

5115 

5122 

5124 

5132 

5134 

5138 

5149 

5150 

5154 

5156 


Coordinator  of  Adult  Services 
Convention  Pacilities  Assistant  Manager 
Convention  Facilities  Manager 
Assistant  Director  of  Property 
Director  of  Property 

Chief  Technical  and  Assessment  Services 
Assistant  Chief  Personal  Property  Auditor 
Chief  Personal  Property  Auditor 
Real  Estate  Analyst 

Assistant  Chief  Real  Property  Appraiser 
Chief  Appraiser 

Director  of  Real  Estate,  Tax  Collector's  Office 
Cash  Management  and  Investment  Officer 

Pub! ic  Buildings  Maintenance  and  Repair  Assistant  Superintendent 
Public  Buildings  Maintenance  and  Repair  Superintendent 
Director,  Maintenance  and  Operations,  S.P.U.S.D. 

Assistant  Director  of  Planning  - Implementation  (Zoning  Administrator) 

Assistant  Director  of  Planning  - Plans  and  Programs 

Deputy  Director  of  Planning 

Assistant  City  Architect 

City  Architect 

Sewer  Repair  and  Sewage  Treatment  Superintendent 
Deputy  Manager,  Bureau  of  Water  Pollution  Control 
Hetch  Hetchy  Project  Superintendent  of  Operations 
Superintendent  of  Water  Treatment  Facilities 
Assistant  Division  Manager,  Alameda  Division 
Assistant  Division  Manager,  Pennisula  Operations 


Division  Manager,  Suburban  Operations 
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5158 

5160 

5161 

5162 

5170 

5171 

5172 

5175 

5176 

5177 

5178 

5179 

5185 

5184 

5185 

5187 

5210 

5212 

5219 

5252 

5255 

5242 

5249 

5258 

5275 

5285 

5286 

6127 


City  Distribution  Division  Assistant  Manager 

City  Distribution  Division  Manager 

Water  Purification  Assistant  Division  Manager 

Water  Purification  Division  Manager 

Street  Cleaning  and  Planning  Superintendent 

Street  Repair  Assistant  Superintendent 

Street  Repair  Superintendent 

Street  Cleaning  and  Planning  Assistant  Superintendent 
Chief  Valuation  and  Rate  Engineer 
Safety  Officer 

Assistant  Superintendent,  Property  Conservation 

A.ssistant  Superintendent,  Building  Inspection  Administration 

Deputy  Superintendent,  Building  Inspection 

Superintendent  of  Building  Inspection  and  Property  Conservation 

General  Manager,  Ketch  Hetchy  Project 

Executive  Director,  Clean  Water  Program 

Senior  Civil  Engineer 

Principal  Civil  Engineer 

Senior  Structural  Engineer 

Senior  Traffic  Engineer 

Principal  Traffic  Engineer 

Senior  Electrical  Engineer 

Senior  Sanitary  Engineer 

Senior  Mechanical  Engineer 

Principal  Architect 

Airport  Noise  Abatement  Officer 

Administrator,  Property  Conservation 

Assistant  Director,  Bureau  of  Environmental  Health  Services 
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7102 

7120 

7124 

7125 

7126 

7131 

7134 

7136 

7150 

7202 

7277 

8166 

8185 

83  94 

8195 

8246 

8526 

8330 

8336 

8340 

8344 

843  5 

8416 

8418 

8435 

8470 

9159 

9177 

9181 

9183 


Maintenance  and  Repair  Assistant  Superintendent,  Hetch  Hetchy  Project 

Buildings  and  Grounds  Maintenance  Superintendent 

Maintenance  and  Repair  Superintendent,  Hetch  Hetchy  Project 

Electrical  Operation  and  Maintenance  Superintendent,  Hetch  Hetchy  Project 

Mechanical  Shop  and  Equipment  Superintendent 

Electrical  Maintenance  and  Construction  Superintendent 

Water  Construction  and  Maintenance  Superintendent 

Water  Shops  and  Equipment  Superintendent 

City  Shops  General  Superintendent 

Assistant  Park  Superintendent  for  Structural  Maintenance 

City  Shops  Assistant  Superintendent 

Compensation  Claims  Supervisor 

Director,  Family  Support  Bureau 

Deputy  Director,  Mayor’s  Criminal  Justice  Council 

Executive  Director,  Mayor's  Criminal  Justice  Council 

Director,  Emergency  Services 

Assistant  Director,  Boys  Ranch  School 

Director,  Boys  Ranch  School 

Business  Manager,  Juvenile  Court 

Assistant  Director,  Juvenile  Court 

Director  of  Institutions,  Juvenile  Court 

Senior  Supervising  Probation  Officer,  Juvenile  Court 

Assistant  Chief  Probation  Officer,  Juvenile  Court 

Chief  Probation  Officer,  Juvenile  Court 

Senior  Supervising  Adult  Probation  Officer 

Executive  Director,  County  Parole  Commission 

General  Claims  Agent 

Director  System  Safety 

Metro  Operations  Manager 

Deputy  General  Manager,  Engineering  and  Maintenance, 

Municipal  Railway 
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9189 

9191 

9206 

9207 

9226 

9232 

9232 

9233 

9233 

9236 

9238 

9260 

9261 

9361 

9363 

9364 

9379 

9384 

9387 

9388 

9390 

9393 

9396 

9403 

9710 

9714 


Director  of  Planning,  Municipal  Railway 

Deputy  General  Manager,  Operations,  Municipal  Railway 

Airport  Property  Specialist  I 

Airport  Property  Specialist  II 

Airport  Operations  Superintendent 

Airport  Mechanical  Maintenance  Supervisor 

Airport  Maintenance  Superintendent 

Director,  Bureau  of  Community  Affairs 

Airport  Economic  Planner 

Airport  Assistant  General  Manager,  Operations  and  Maintenance 
Airport  Assistant  General  Manager,  Business  Administration 
Airport  Assistant  General  Manager,  Planning  and  Development 
Terminal  Construction  Program  Administrator 
Assistant  Superintendent,  Harbor  Maintenance,  Electrical 
Assistant  Superintendent,  Harbor  Maintenance,  Piers  and  Wharves 
Superintendent,  Harbor  Maintenance  and  Repair 
Chief  Harbor  Engineer 

Chief,  Bureau  of  Administrations  and  Finance,  Port 

Port  Traffic  Manager 

Chief,  Bureau  of  Maritime  Activities 

Executive  Assistant  to  the  Port  Director 

Sales  Manager,  Port  of  San  Francisco 

Commercial  Property  Manager 

Coordinating  Program  Monitor,  City  Demonstration  Agency 

Employment  and  Training  Specialist  V 

Director,  Mayor’s  Office  Employment  and  Training 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


TO; 


uuCUIViENTS  DEPT. 


October  I5,  1982 


OCT  1 9 1982 


SAN  FRANCISCO 
PUBI  Jr!  ' IRMARY 

All  Appointing  Officers 
Departmental  Personnel  Officers 

Employees  and  Employee  Organization  Representatives 


FROM:  John  J.  Walsh 

General  Manager,  Personnel 


SUBJEC'^  PROPOSED  MEN3MEETS  TO  OHE  CIVIL  SERVICE 

COMMISSION  RULE  11  - CERUPICATIOE  OE  ELIGIBLES 


Attached  are  proposed  amendments  to  Civil  Service  Commission 
Rule  11  - Certification  of  Eligibles,  The  effect  of  these  changes, 
if  adopted,  would  be  (l)  to  impose  on  the  departments  a time  limit 
to  notify  the  Civil  Service  Commission  of  the  outcome  of  a certifica- 
tion of  eligibles  (2)  to  provide  a penalty  for  the  department’s  failure 
to  respond  within  the  mandated  time  limit,  and  (3)  to  limit  waivers  by 
eligibles  to  three. 


Requests  to  meet  and  confer  or  consult  on  these  proposals  must  be 
received  in  writing  by  October  29,  1982  and  must  include  the  name  and 
telephone  number  of  a contact  person.  Meetings  will  be  scheduled  at 
mutually  convenient  times.  Requests  are  to  be  directed  to  Al  Walker, 
Assistant  Secretary,  Civil  Service  Commission,  153  City  Hall,  CA  94102- 
4693*  Requests  received  after  the  deadline  will  not  be  considered. 


Additional  copies  of  this  proposal  are  available  in  Room  I53  City 

Hall. 


JJW  ;vl 


Room  151  City  Hall 


San  Francisco  94102 


Proposed  Amendments  to  Civil  Service  Commission  -Rule  11 


Additions  are  indicated  in  -UPPER  CASE  AUD  ABE  TMDEBLUIEI)} 
Deletions  are  shovm  Uy  ((Double  Brackets}) 


Section  11.03  RESPONSE  PERIOD. 

A.  Notice  of  Inquiiy 

1.  Eligibles  are  required  to  respond  in  writing  to  the 
Civil  Service  Commission  within  five  (5')  business  days  of  the  date  of  such 
notice. 


2.  The  General  Manager,  Personnel  may  authorize  that 
eligibles  be  polled  by  telephone;  provided,  however,  that  eligibles  who 
cannot  be  reached  by  telephone  will  not  be  penalized  or  adversely  affected 
in  any  way. 


B.  Notice  of  Certification 

1.  Eligibles  are  required  to  respond  to  the  appointing 
officer  or  designated  representative  within  five  (5)  business  days  after 
the  date  of  such  notice. 

2.  Eligibles  are  required  to  notify  the  Civil  Service 
Commission  as  to  their  certification  status  within  seven  (7)  business  days 
after  the  date  of  the  notice  of  certification. 

DEPARTMENTS  ABE  REQUIRED  TO  NOTIFY  THE  CIVIL  SERVICE 

COMMISSION  OP  THE  RESULTS  OF  A CERTIFICATION  WITHIN  TEN  (lO)  BUSINESS  DAYS 

APTER  TEE  DATE  OF  THE  NOTICE  OF  CERTIFICATION. 

C.  Extensions 

Response  period  time  limits  may  be  extended  by  the  General 
Manager,  Personnel. 


Section  11.04  EFFECT  OF  FAILURE  TO  RESPOND. 

1_.  An  eligible  who  fails  to  respond  within  the  time  limits 
provided  will  be  placed  under  General  Waiver  on  the  eligible  list  until  such 
time  as  the  waiver  is  withdrawn  in  accordance  with  these  rules. 

2_.  EXCEPT  IF  THE  GENERAL  MANAGER , PERSONNEL  DETERMINES 

THAT  UNUSUAL  CIRCUMSTANCES  EXIST  WHICH  WOULD  CREATE  AN  UNDUE  HARDSHIP,  A 

DEPARTMENT  THAT  FAILS  TO  RESPOND  WITHIN  THE  TIME  LIMITS  PROVIDED  SHALL  HATE 

AT,L  AUTHORIZATION  CANCELED  FOR  N0N-CI7IL  SERVICE  AND  LIMITED  TENURE  APPOINT- 
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MENT  IN  class  H)R  1/JHICH  CERTIFICATION  WAS  MADE.  [IHE  CMCELATION  OF 


NON-CIVIL  SERVICE  AND  LIMITED  TENURE  AUTHORIZA'HON  SHALL  EESCTLT  IN  THE 

IMMEDIATE  LAY-OFF  OF  ALL  NON-CIVIL  SERVICE  AED  LMIED  TENURE  INCUMBENTS 

IN  OEAT  CLASS  IN  THE  lEPARIMENT.  DEPARTMENTAL  TEMEROLLS  EOR  NQE-CIl/IL 

SERVICE  AND  LIMITED  TENUEE  INCUMBENTS  IN  THE  AEEECTED  CLASS  SHALL  NOT  BE 

AEPBDVED. 

Section  11,05  WAIVERS. 

C.  Effects  of  Waivers 

1.  A General  or  Conditional  Waiver  of  certification 
by  an  eligible  having  standing  on  more  than  one  list  in  the  same  classi- 
fication shall  apply  to  any  existing  list  for  the  same  classification. 

((2,  Waiver  of  certification  to  a part-time  or  temporary 
position  will  not  adversely  affect  the  eligible’s  right  to  be  certified  to 
a full-time  or  permanent  position,)) 

2,  An  eligible  who  waives  certification  to  a position 
covered  by  conditional  waivers  shall  not  be  certified  to  a position  requiring 
those  conditions  from  that  list  until  such  waiver  is  removed  in  accordance 
with  the  provisions  of  these  rules, 

1.  UNLESS  OTESmniSE  PRQVllED  IN  THE  EXAMINATION  ANNOUNCE- 
MENT, ELIGIBLES  MAY  WAIVE  CONSIDERATION  K)R  UMPORARY  OR  PERMANENT  APPOINTMT 
FROM  TWO  NOTICES  OF  CERTIEICATrON.  WAIVER  ERQM  THE  THIRD  NOTICE  OE  CERTIEI- 

CATEON  WILL  RESULT  IN  THE  REMOVAL  OF  THE  ELIGIBLE’S  NAME  IROM  THAT  ELIGIBLE 

LIST  AND  ALL  OTHER  LISTS  IN  TBLAT  CLASS,  THE  NON-SELECTION  BY  IRE  LEPARIMENT 

OF  AN  AVAILABLE  ELIGIBLE  SHALL  NOT  BE  CONSILERED  AS  A WAIVER. 

4..  UNLESS  OTHERWISE  ORLERED  BY  THE  GENERAL  MANAGER. 
PERSONNEL.  IF  ONE  NOTICE  OF  CERTIFICATTON  IS  ISSUER  FDR  MORE  THAN  ONE  LEPART- 

MENT  OR  POSITION  ANL  TEE  ELIGIBLE  IS  NOT  AVAILABLE  FOR  ALL  POSITIONS  OFFEREL 

A GENERAL  WAIVER  WILL  BE  IMPOSED  AGAINST  THE  ELIGIBLE’S  NAJVEE  ON  THE  LIST, 


- 2 - 
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m. 


■J^  ' liii.i:f;.^1?^  fc  j>a  .■  v!  V.  ‘ iIlY  I04!0tt  \o  TlO>^'a:i  ^ 

.tiV^-«c^  .noi  iiiMgjHife  m saAjs'TAipf'^a^  . 

- “'"''MPIIMiHBMl'  " V,:  ‘*n-  r-  , 


jToitose 

;.«itfRtt.  |»j#  '^f.  %.^qi^-  liMiH  i3L*>i#40n  ' ' '■  :- 

'«i-  j>»j^SrJEih3»^'3  *«f  '«.5^tf/^ii>  adl^v’i^^liliar  ^ ^.tw  xmltia^yq 

' .y  ''  ■ " " ■ "X{'^'-=slJ^4i^ao^ « 

■ i . '-  .,  ;*'  ■•■■  ■ ' ' ^ .' - .-'S'  ' ',- 

‘ Ilk- 4^’  *S^ 

'€  ’«^,  'i^ilSilftt^r'  ^a<f ■ X*itwXhtSx>fi  ‘■^‘/  heoijvetfl  ,-* 

<pinv»4to-^  fuo'j-X  t/'olriiirtt>«K  *'i»orf? 

' g^^.' -simnL^ 


'lO-ipftaniw  m .ami^aiOR 


|i, 


♦ St...- 


i 


V 


% 


